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FOREWORD

This manual is part of the following series of manuals.
B NAVEDTRA 130, Task Based Curriculum Development Manual

® NAVEDTRA 131, Personnel Performance Profile Based Curriculum Development
Manual

B NAVEDTRA 134, Navy Instructor Manual
B NAVEDTRA 135B, Navy School Management Manual

The NAVEDTRA 130 series of manuals provide fundamental guidance within the Naval
Education and Training Command (NAVEDTRACOM) for the development of curricula,
the delivery of instruction and the management and evaluation of training programs.
Each of the manuals is designed as a stand-alone document to serve a specific user
group such as curriculum developers, instructors, course managers or training
managers. The manuals are, however, interrelated and appropriately cross-referenced
to one another.

The NAVEDTRA 135, Navy School Management Manual, provides policy; defines the
processes and procedures; and details guidelines and documentation for the
management of training in NAVEDTRACOM schools.

This manual is organized into Chapters, Appendices and Summaries. The Chapters,
1.0 through 6.0 define and amplify CNET policies for instructional management,
curriculum management, student management and evaluation management. The
Appendices provide information and guidelines for carrying out the policy. The
Summaries are located at the end of each chapter and list the policy, process and
procedures found in the chapter, and list who is typically responsible for ensuring the
actions are completed.

This manual is further organized by functions typically performed in the training
environment. These functions include Staff Management, Student Management,
Evaluation Management, Curriculum Management and Support Functions. The function
of Instructional Management, while not a separate chapter, is discussed throughout the
manual as an integrated function of the training activity.
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To ensure the goals, objectives and policies of the senior echelons are met, the
establishment of minimum training requirements, the specification of training processes
and procedures, the programming and allocation of resources, the training of trainers,
the development of support programs, and the management and evaluation of training,

is required. This manual provides the policy and guidance for training managers toward
meeting these goals and objectives.

Recommended changes to this manual will be forwarded to CNET SHOP. Changes will
be recorded on the Change Record of this manual.
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CHAPTER 1.0 ORGANIZATIONAL STRUCTURE

INTRODUCTION

Training to support the fleet is conducted by several major manpower claimants with
the largest amount of training being conducted by the Chief of Naval Education and
Training (CNET). CNET provides over 3400 formal courses of instruction, manages
over 17,000 instructors and other trainer billets, and trains over 570,000 students per
year.

The responsibility for conducting and monitoring this training has been delegated by
CNET to the following NAVEDTRACOM Shore Training Activities:

® Chief of Naval Air Training (CNATRA) provides guidance and resources to train
quality aviation professionals. CNATRA is located in Corpus Christi, Texas and
manages training through the Naval Air Training Command (NATRACOM).
NATRACOM is located across five Naval Air Stations in Florida, Mississippi
and Texas and provides training through five Training Air Wings (TRAWINGS),
sixteen Training Squadrons and the Naval Aviation Schools Command.
CNATRA is also responsible for the pilots trained in “joint” training conducted
by the Air Force in Randolph AFB, Texas and Vance AFB, Oklahoma.

B Naval Training Center (NTC) provides guidance and resources to train recruits
and surface warfare rating for “A” and “C” schools. NTC is located in Great
Lakes, Illinois and manages training for Service Schools Command
(SERVSCOLCOM) and Naval Recruit Training Command (NAVRUITRACOM).

B Naval Maintenance Training Group (NAMTRAGRU) provides guidance and
resources for aviation maintenance training. NAMTRAGRU is located in
Pensacola, Florida and manages aviation maintenance training located at
detachments and commands throughout the United States and Japan.

B Commanding Officers of training activities that report directly to CNET.

It is essential to provide an orderly and efficient approach to the planning,
development, implementation, instruction, management, evaluation, and support of
training. To accomplish this, Navy training goals, objectives, and policies have been
developed throughout the chain of command. This chain of command originates with
the Chief of Naval Operations (CNO) and continues down through CNET to the
various NAVEDTRACOM Commands and/or Training Activities.
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SECTION 1.0 ORGANIZATION

1.1 CNO Training Policy

CNO provides policy for implementing and supporting the Department of the Navy
Strategic Goals regarding Human Resources, Education and Training. Specifically,
CNO will strive to continuously improve the quality of our military and civilian work force
through fact-based, innovative systemic changes affecting recruitment, training, and
quality of life. To achieve this overall goal, CNO, via CNET, will work to improve the
method of determining military training requirements, feedback systems, delivery of
training to meet fleet requirements and foster student success, properly fund training
and eliminate redundancies in the system. Other specific training responsibilities
assigned to CNET include:

B Provide for assessment of formal training.

B Assist Fleet Commanders in Chief (FLTCINCs) and Commander Naval Reserve
Force (COMNAVRESFOR) to ensure that an effective, responsible assessment/
feedback system exists which measures the quality of formal school training
provided to the fleet.

B Coordinate the standardization of training.

B Identify cost-effective training methods.

B Maintain involvement with technical manual quality control.

B [dentify and validate the training resource base to develop future training
requirements.

B Provide inputs to CNO concerning resource shortfalls, which highlight execution
year shortfalls, alternatives for meeting training requirements and the impact of
requirements that cannot be met.

B Maintain a Navy-wide management information system to support formal courses
of instruction.
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1.2

CNET Training Policy

CNET Training Policy is designed to meet the NAVEDTRACOM Strategic Goals in the
areas of Leadership, Navy Military Training, Instruction, Quality of Life, Infrastructure,
Equal Opportunity, Curriculum, and Technology. CNET's objectives include reducing
the infrastructure cost of training, increasing time in homeport, improving readiness and
training hard, fast and often. To accomplish these objectives, CNET will:

Provide education and training that ensures leadership is a fundamental attribute
of the Navy professional and is an integral part of the officer, enlisted, and
Civilian Leadership Development Plan (CLDP).

Integrate core value and leadership education and training from accession point
and at key career points for civilian, officer, and enlisted personnel.

Monitor and improve| instructor selection dnd training to achieve the highest
professionalism of the cadre.

Improve[feedback grocess and decrease time to obtain feedback from course
graduates and/or supervisors of course graduates.

Optimize time to make content changes and to teach|revised curriculum.

Implement new technology by applying lessons learned while integrating new
technology into Navy training.

Provide oversight of the external evaluation procedures used to provide feedback
on the{quality of the training. |

Coordinate with NAVEDTRACOM shore training activities to provide training for
training managers, course managers, curriculum managers, and Naval Reserve
Officer Training Corps instructor candidates in the fulfillment of the
NAVEDTRACOM certification requirements. |

Monitor and evaluate the effectiveness of the training requirements forftraining |
managers,|course managers, and curriculum managers. |

Provide oversight of the internal evaluation procedures used to provide
feedback on the|quality of the training. |

Move students through thel training pipeline|as quickly as possible by reducing
the not under instruction (NUI) time of awaiting instruction, interrupted instruction
and awaiting transfer.
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1.3

NAVEDTRACOM Shore Training Activities

NAVEDTRACOM Shore Training Activities are assigned the following responsibilities:

14

Monitor continuously the[quality of curriculum,|instruction and evaluation
functions.

Ensure that all training activities under their cognizance have Curriculum and
Instructional Standards Offices (CISOs), or similar organizations, which meet the
requirements established by CNET.

Monitor new technologies, which have application to curriculum development,
instructional delivery, and evaluation procedures and make recommendations to
CNET for their implementation.

Provide curriculum and other support as needed for the various Naval Training
Requirements Review (NTRR) groups.

Ensure|certification programs are conducted which meet the requirements of the
instructor certification policy.

Assess [quality of training programs for training managers, course managers, and
curriculum managers.

Arrange for the required advanced training courses necessary to qualify training
managers, course managers, and curriculum managers at their commands.

Ensure that pafety is included as an integral part of all curricula.

Ensure [safety awareness [training is included in the training courses. Training
shall include the application of CNET policy, higher authority safety directives,
precautions in technical manuals and publications, and applicable lessons
learned, summaries of mishaps, and Naval Safety Center safety advisories.

Ensure all courses, 45 instructional hours or longer, are evaluated by the
IAmerican College on Education (ACE) for potential college credit.

Curriculum Control Authority

The Curriculum Control Authority (CCA) is the approval authority for instructional
materials. Duties of the CCA are listed below.

Monitor milestones for urriculum development and revision éfforts.
1-1-3
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Review, evaluate and approve/disapprove curriculum products which do not
modify course mission, increase/decrease course length or require additional
resources.

Maintain liaison with other training activities to preclude course duplication, foster
standardization, and fully utilize feedback from all sources regarding training
efficiencies and deficiencies.

Make recommendations to CNET regarding changes in training syllabi and
training methods necessary for effective accomplishment of assigned mission
and functions.

Keep CNET and the NAVEDTRACOM Commands and training activities
informed regarding progress and general results of the training being conducted
under CNET cognizance.

Ensure courses evaluated b . re reviewed for credit each time the course is
revised.

CCA duties and responsibilities that CNET has retained include:

¥-
Ensure that training is conducted in an economical and effective manner, with
special emphasis on responsiveness to fleet training requirements.

Approve Training ProjeCt Plans that
» cancel courses of instruction,

» establish new courses of instruction and for course revisions that
increase/decrease course length,

» change course mission or require additional resources or establish existing
training in a new location.

Provide professional assistance to subordinate activities in the systematic
development of curricula materials and in the collection and interpretation of
training management information.

Ensure that training activities continuously review and update all courses taught

to assure adequate quality and coverage, provide standardization, and ensure
the needs of the students and the Fleet are met.
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B Act as CCA for all high/moderate risk courses as listed in CNETINST 1500.20.

B Review and approve all "CORE" Unique Instructor Training developed by the
Course Curriculum Model Manager (CCMM).

1.5 Course Curriculum Model Manager

CNET has included in the training policy a requirement for commanding officers of
training activities to ensure the quality of training by applying the procedures for
curriculum, instruction, and evaluation as outlined in this manual. To assist in this effort
a Course Curriculum Model Manager (CCMM) is assigned the responsibility for
developing, revising, and maintaining a course of instruction. For courses taught at only
one site, the duties of the CCA and CCMM will be performed by the activity where the
course is taught. For courses taught at two or more training activities (participating
sites), CNET will designate the CCA and the CCMM. CNET has assigned CCMM the
following specific responsibilities:

W Apply prescribed [curriculum, jnstruction, and [evaluation grocedures to ensure

quality training.

B Develop new curricula and perform training materials modifications to existing
curricula. Involve participating activities in all phases of curriculum development.
CNET will resolve all differences that may arise between the CCMM and the
participating activity.

B Ensure that CNET/CCA and participating activities are informed of developments
that may impact on projected goals and milestones.

B Print and distribute a master copy of all training materials. Training materials
include design documents (curriculum outline or the equivalent), lesson plans,
trainee guides, tests, and instructional media materials. The use of electronic
media for distribution of training materials is encouraged.

B Conduct course surveillance.

B |Initiate changes to the Navy Integrated Training Resources and Administration
System [NITRAS),

B Maintain a master copy of training materials and ensure that a duplicate is
maintained in a separate location in the event that the master copy is lost due to
a disaster. Master copies and duplicate copies may be maintained and stored on
electronic media. For multi-sited courses, master copies of training materials
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maintained at other sites would fulfill the requirement for a duplicate set of
training materials.

m Originate training materials modifications as required. Incorporate into the
curriculum training materials modifications that are received from higher authority
and promulgate master copies to all participating activities.

B Provide copies of training materials to the|LocaI Training Authority (LTA) for
evaluation by a Non-Traditional Training Site (NTTS). Assist the LTA in the
certification of NTTSs as required. Include LTA in distribution for changes to the
training materials.

B Maintain a|course audit trail. |

B Coordinate the scheduling of formal course reviews (FCRs) with the CISO for the
participating activities. Provide them with the date scheduled for conducting the
course review. Summarize the findings and forward the summaries as outlined
in Chapter 5.0, Section 5.0. Use the compiled results from all the FCRs to
evaluate course standardization and promulgate changes.

B Review proposed changes to the Catalog of Navy Training Courses (CANTRAC)
from participating activities prior to forwarding to the CCA for approval/input.

B Develop Core Unique Instructor Training programs for|certiﬁcation of instructors |
assigned to teach high-risk courses. Submit these programs to CNET via the
CCA for review and approval.

m Distribute approved Core Unique Instructor Training programs, including training
materials modifications, to all course sites.

B Ensure availability of adequate classroom and laboratory spaces, training
devices, technical training equipment, test equipment, personnel and other
resources.

B Review and provide comments on the adequacy, completeness, teachability,
technical content and educational soundness of contractor developed training
materials. These reviews should fully involve instructor-level personnel
specifically trained in the subject area under development. Consolidate and
forward comments to CNET via the CCA as directed.

B Participate in and/or represent the command and CNET in workshops and
conferences.

1-1-6



NAVEDTRA 135B

CHAPTER 1.0 ORGANIZATIONAL STRUCTURE

SECTION 1.0 ORGANIZATION

1.6

Develop and maintain the highest level of knowledge and expertise in the subject
matter of the assigned course(s).

Maintain technical expertise and curriculum development expertise for assigned
course(s).

Nominate all new courses 45 instructional hours of longer to| ACE fpr evaluation.
Submit courses for reevaluation upon completion of any course revision.

Participating Activities

When the activity providing training is not the CCMM, it is a participating activity.
Participating activities will perform the following:

Provide the CCMM assistance in|developing and revising curricula. |

Forward recommended modifications to the course to the CCMM.

Maintain a master copy of all training materials for the course. This includes the
design document (curriculum outline, topical outline, outline of instruction, etc.);
lesson plans; student materials and visual information. Where possible, the use
of electronic media to store training materials is encouraged.

Conduct formal course reviews by the date provided by the CCMM. Forward a
copy of the summary to the CCMM.

Incorporate training material modifications received from the CCMM and
originate interim changes to the curriculum.

Forward recommended CANTRAC changes to the CCMM for review.
Forward recommended changes to NITRAS {o the CCMM.

Develop and submit, via the CCMM, a Site Augment Plan for high/moderate-risk
courses. Site Augment Plans are required if, for example, the required facilities,
equipment or training techniques are different from those in the approved Core
Unique Instructor Training program. If there are no differences, a negative report
is required.

Report all training related injuries as per[OPNAVINST 5100.23 (deries) and

forward copies of the Safety Reports to Training Performance and Evaluation
Board.
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1.7 Local Training Authority (LTA)

Traditionally, our fleet customers have turned to developing their own training when it
was unavailable or difficult to obtain within NAVEDTRACOM. As the training experts, it
is our goal to be responsive to their needs and provide them with a quality product in a
timely manner. The LTA was established as CNET'’s agent in the accomplishment of
this goal.

The LTA is located in a Fleet Concentration Area (FCA) and serves as CNET'’s direct
representative in assisting the fleet in obtaining training necessary to accomplish their
mission. This may be formal courses of instruction taught within NAVEDTRACOM,
formal training requirements met through non-traditional sources of instruction or
informal training needs. CNETINST 1500.29, Local Training Authority, outlines the
duties and responsibilities of the LTA.
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Courses within the NAVEDTRACOM are defined according to the type of training
provided. For the purpose of this manual, the following types of courses apply:

B Class "A". Provides basic knowledge and skills required to prepare for rating
entry level performance. This includes initial skill training (i.e. Apprentice
Training "A" Schools), rating conversion training (i.e., Master of Arms Training),
initial skill Remedial Training, and entry level officer training. An NEC will not
normally be awarded. May award a MOS. (Primary funding source: BUPERS).

AA
AO

AP
AR
A1

A2
A3

A4
A5
A6

Apprenticeship Training

Officer Prep Schools not associated with professional development
programs

Enlisted Preparatory Courses

Initial Skill Training - Enlisted Remedial Training

Initial Skill Training - Enlisted "A" School

Initial Skill Training - Officer

Initial Skill Training - Enlisted "A" School and/or "A" School Pipeline
courses that award an NEC

Initial Skill Training - Enlisted Non-Accession "A" School

Initial Skill Training - Enlisted Medical "A" School

Initial Skill Training - Officer Medical

B Class "C". Provides advanced specialized skill/knowledge/aptitude/ qualification
training required to fill a particular billet (one which requires a specific skill code is
NEC/officer billet specialty training-BST coded). Course completion awards an
NEC or officer BST. May also award a MOS. (Primary funding source:

BUPERS.)

C1  Skill Progression Training - Enlisted NEC

C2  Skill Progression Training - Officer Billet Specialty Training

C5  Skill Progression Training - Enlisted Medical NEC

C6  Skill Progression Training - Officer Medical Billet Specialty

CX  Skill Progression Training - Officer Medical (Resident Only)
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B Class "D". Provides individual, not rating-specific training/education such as
NAVLEAD, CIAC, non-pipeline refresher training specified by BUPERS/OPNAV
directives. (Primary funding source: BUPERS.)

D1  Professional Development Functional Skill Training - Enlisted
D2 Professional Development Functional Skill Training - Officer

B Class "E". Designed to provide formal professional educational instruction in a
general or particular field of study, which may lead, to an academic degree.

E1 Professional Development Education - Senior Service College

E2 Professional Development Education - Imnmediate Service School

E3  Graduate Education for sub-specialty, full time, funded-Degree Program
E4  Undergraduate Education - Degree Program

ES5 Postgraduate Education - Degree Program

E6  Non-degree Education Program

E7 Health Education Programs

E8  Other Education Programs

B Class "F". Provides individual functional skill or rating-specific training as
required by Fleet or Type Commander. No NEC awarded. (Primary funding
source: Fleet. Alternate funding: BUPERS on CNP approved case-by-case)

F1 Functional Training - Enlisted

F2  Functional Training - Officer

F3  Functional Training - Enlisted PCS (CNP approved)
F4 Functional Training - Officer PCS (CNP approved)

m Class "G". Provides prerequisite knowledge/skills/techniques in a segment
course of an NEC-awarding pipeline and is not a rating-wide requirement. By
itself, it does not award an NEC/officer BST. (Primary funding source: BUPERS).

BUPERS funds will not normally be designated for personnel attending these
courses outside the NEC-awarding pipeline unless a valid need is demonstrated
(e.g., emergent operational requirements) and the funding exception has been
approved by CNP.

G1  Pipeline Skill Progression Training - Enlisted

G2 Pipeline Skill Progression Training - Officer

G5 Pipeline Skill Progression Training - Enlisted Medical
G6  Pipeline Skill Progression Training - Officer Medical
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B Class "M". Training courses provided for USMC personnel only. These may
have been "C" courses, but since they do not award an NEC and could award a
MOS, they are now "M" courses.

M1 Initial Skill Training - USMC Enlisted

M2 Initial Skill Training - USMC Officer

M3  Specialized Skill Training - USMC Enlisted
M4  Specialized Skill Training - USMC Officer

B Class "P". Officer acquisition programs designed to provide undergraduate
education and/or indoctrination and basic training in fundamentals, preliminaries
or principles to midshipmen, officer candidates, and other newly commissioned
officers (except those acquired through Class "V" programs).

PB  Health Profession Acquisition Military Programs

PC  Other Programs

PD PD Preparatory School

P1  Officer Acquisition Training (Academy)

P2  NROTC (Naval Reserve Officer Training Corps)

P3  NJROTC (Naval Junior Reserve Officer Training Corps)
P4  AVROC Il (Aviation Reserve Officer Candidate Program)
P5 ROC (Reserve Officer Candidate)

P6  OCS (Officer Candidate School)

P7  AOC (Pre-commissioning Aviation Officer Candidate)

P8  NFO (Pre-commissioning Naval Flight Officer)

P9  NUPOC-S (Nuclear Propulsion Officer Candidate) Surface

B Class "R". Training upon initial enlistment or induction which provides the
general indoctrination and prepares the recruit for early adjustment to military life
by providing skills and knowledge in basic military subjects.

R1 Recruit Training

R2  OVSET Training (Other Service Veteran)
R3  NAVET Training

R4  ARTS/FAST
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m Class "T". Provides team functional skill or rating-specific team refresher
training as required by Fleet or Type Commander. (Primary funding source:
Fleet. Alternate funding: BUPERS on a CNP approved case-by-case basis.) An
NEC will not be awarded.

T1
T2
T3
T4

Team Functional Skill Training - Enlisted

Team Functional Skill Training - Officer

Team Functional Skill Training - Enlisted PCS (CNP approved)
Team Functional Skill Training - Officer PCS (CNP approved)

B Class "V". Provides the skills which lead to the designation of Naval Aviator or
Naval Flight Officer (NFO). Use is restricted to CNATRA.

Al
V2
V3
V4
V5
V6
V7
V8

Undergraduate NASC/PRIM Flight Training
Undergraduate Flight Training - PROP
Undergraduate Flight Training - JET
Undergraduate Flight Training - HELO
Undergraduate NFO Training
Undergraduate Flight Surgeon/Test Pilot
Transition Pilot/NFL

Instructor under Training pilot/NFO
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Chapter 1.0 provides an overview of the training organization, and the duties and
responsibilities assigned to different levels within a training organization. The matrix
below is a summary listing of tasks, processes, and procedures that impact the training
command. The matrix also identifies who is typically responsible for ensuring the tasks
are carried out in accordance with policy. In many cases, the CO may delegate the
authority; however, the CO is listed as the responsible party on the matrix. Finally, the
matrix lists the page or pages where the tasks and information may be found.

TASKS | RESPONSIBILITY | PAGE

Monitor milestones for curriculum development and CCA 1-1-4

revisions.

Provide professional assistance to subordinate activities CNET 1-14

in curriculum development.

Review, evaluate, and approve/disapprove curriculum CCA 1-14

products that do not modify course mission,

increase/decrease course length or require resources.

Review and approve CORE Unique Instructor Training. CNET 1-1-5

Ensure all courses 45 instructional hours or longer are CO, CCA, CCMM 1-1-3

evaluated for ACE credit and existing ACE evaluated 1-14

courses are reevaluated each time a course is revised. )
1-1-7

Develop new curricula and perform training materials CCMM 1-1-56

modifications.

Approve TPPs for course cancellation, new courses and CNET 1-1-4

course revisions that modify course mission,

increase/decrease course length or require additional

resources, or establish existing training at a new location.

Keep CCA and participating activities informed of CCMM 1-1-5

developments that may impact projected goals and

milestones.
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TASKS | RESPONSIBILITY | PAGE
, : {
Print and distribute a master copy of all training materials. CCMM 1-1-5
Initiate changes td NITRAS. CCMM 1-1-5
Originate training materials modifications. CCMM 1-1-6
Maintain a course audit trail. | CCMM 1-1-6
Coordinate the scheduling of formal course reviews with CCMM 1-1-6

CISOs for participating activities.

Develop Core Unique Instructor Training programs. CcCMM 1-1-6

Distribute approved Core Unique Instructor Training to all CCMM 1-1-6

sites.

Provide copies of training materials to the LTAlfor CCMM 1-1-6

evaluation.

Assist|LTA in NTTS course certification as required. CCMM 1-1-6

Provide assistance to CCMM on developing, modifying or Participating 1-1-7

revising curricula. Activities

Maintain a master copy of all training materials. Participating 1-1-7
Activities

Conduct formal course reviews. | Participating 1-1-7
Activities

Develop Site Augment Plan for high-risk/moderate Participating 1-1-8

courses. Activities
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To accomplish NAVEDTRACOM's mission of training excellence, and to provide
training programs that are both effective and efficient, the personnel assigned to
conduct the training must be of the highest quality. In an effort to provide the right
persan for the right job, training commands must be concerned with the following:

B The categories of personnel required to complete the mission.

B The skills personnel must possess.

W The staff training required to complete the job.

B The number of personnel required to accomplish the mission.

® Recognition programs for staff personnel.

B Record keeping procedureé for staff personnel.

Titles for the different categories of personnel listed on the
following pages are generic and are not intended to dictate
organizational structure. The actual structure of the organization

and the titles of the positions will vary between commands. The
categories are not intended to be mutually exclusive. For exampie,
it is typical for a curriculum developer to also be an instructor.
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1.1  Staff Requirements
Categories of personnel in NAVEDTRACOM training activities are:
B Training Managers.
B Course Managers.

B Instructors.
B Curriculum Managers.

Training managers are defined as personnel responsible for command-wide or
department training programs. They provide guidance in the overall management of the
training as directed by higher authority. Examples include Director of Training,
Department Directors, Division Officers, Safety Officers, and Curriculum and
Instructional Standards Office (CISO) personnel.

Course managers are defined as personnel responsible for the training in a specific
course or for specific areas of training in several courses. Examples include course
supervisors, lead instructors, phase supervisors, testing officers, instructor evaluators,
curriculum maintenance personnel, and student control officers. The job of the course
manager is to ensure policy provided by the training managers and higher authority is
carried out at the course level.

Instructors are any officer, enlisted, civil service or contract personnel whose duties
involve teaching or evaluating in the classroom, laboratory or other learning
environment. Manpower authorization billets are "I" or "L" coded to reflect this
requirement.

Curriculum managers are officers, enlisted, civil service or contract personnel whose
duties involve developing or revising curriculum and evaluating curriculum products in a
quality assurance role. Examples include curriculum developers (CDs), subject matter
experts (SMEs) and curriculum development experts (CDEs).
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1.2  General Staff Training Requirements

Each category of personnel may receive any or all of three types of training: formal
training, certification training, and in-service training.

B Formal training courses are identified in

To complete training in a training path, personnel may be required to complete one
formal course or several, depending on the assignment.

With the exception of training managers, most personnel assigned NAVEDTRACOM
duties are ordered in as instructors and are later assigned as course or curriculum
managers.

Personnel who have duties in more than one category, or who are reassigned from one
category to another category that requires different formal training, should complete the
required training for each category prior to assuming responsibility for the new
assignment. For example: Personnel who have attended the Instructor Training (IT)
course and are later assigned as a curriculum developer should complete the formal
training and in-service training for curriculum developers.

Certification training is designed to prepare personnel to assume duties as instructors
in a specific course or courses.

This training is designed to prepare personnel to teach in a course or segment of a
course without the direct supervision of a certified course instructor.

Course managers are responsible for the development of the certification requirements
for instructors.

Status of the instructor certification program, i.e., number of certified instructors, number
of instructor trainees, etc., will be prepared by the course managers and forwarded to
CISO as training quality indicators.

B In-service training is designed to provide additional training for instructors and
to provide training managers, course managers, and curriculum managers with
the training necessary to perform their duties efficiently and effectively. It is also
designed to provide refresher training for personnel on repeat tours of duty. The
training provided may be course specific technical training or general type
training.

CISO is responsible for coordinating in-service training. CISO, course personnel,
Master Training Specialists or other personnel as appropriate may conduct the training.
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Quarterly in-service training on safety is mandatory for all personnel.

Commanding officers will establish requirements for in-service training that are
consistent with the requirements of this manual.

CISO is responsible for ensuring that the in-service training requirements are being
met.

CISO is also responsible for the development of additional in-service requirements that
are not unique to a course. For example, personnel assigned to testing should receive
training in test item construction regardless of the course to which they are assigned.

Status of the in-service training program, i.e., types of training provided, number
attending training, etc., will be monitored by CISO and summarized as training quality
indicators.

Training activities are also required to conduct Navy Occupational Safety and Health
(NAVOSH) training as described below.

B Training managers, course managers, instructors, and curriculum
managers will receive training that will enable them to recognize
unsafe/unhealthy working conditions and practices in the workplace.

B Supervisory personnel training shall also include the development of skills
necessary to manage the activity's NAVOSH program at the work unit level.
These management skills require the eventual training and motivation of
subordinates in the development of safe and healthy work practices and involve
the integration of occupational safety with job training.

B Supervisor training shall also include Occupational Safety and Health (OSH)

performance measurements, enforcement of NAVOSH standards and accident
investigation, and the use and maintenance of personal protective equipment.
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21 Training Managei‘s

iraining managers are responsioie Tor the operation of command-widae training
programs and include all officers and civil service employees who provide guidance and
direction in the areas of curricula, students, instructors, or other training related
activities. This section discusses the responsibilities and training required for specific
training managers.

B Personnel assigned as training managers are not required to complete any
formal training courses. They are, however, encouraged to complete cne of the
formal instructor training courses listed in Appendix A. For military officers, this
training may be provided enroute to the duty assignment or at the local site when
pussivie. Dot Officers and civii service empioyees assigned as raining
managers will complete in-service training requirements for the position as
established by the commanding officer. In-service training requirements for
training managers may be accomplished by completion of the appropriate
training track in the NAVEDTRA 149, Non Resident Training Course for Training
Managers.

W Safety training for training managers shall include local OSH training that
enables them to recognize unsafe/unhealthy working conditions and practices.

Commanding Officers (COs) and Executive Officers (XOs) are responsible for the
quality of the training provided under their commands; and as training managers, they
manage the overall training programs. Their specific duties vary substantially based on
ihs mission and organization of the command. The general duties inciude sirategic
planning; planning for new training, disestablishment of existing training; and
coordinating facilities resources and personnel to conduct effective training while
minimizing waste. Prospective commanding officers and executive officers of
NAVEDTRACOM training commands are required to attend the NAVEDTRACOM
Prospective Commanding Officers/Prospective Executive Officer (PCO/PXO)
indoctrination provided by CNET prior to assuming duty and should be received

enroute. CNET Schoolhouse Operations coordinates all PCO/PXO training.

Director of Training (DOT) works directly for the CO or XO to ensure that quality
training is being conducted. To assist in the accomplishment of these duties, the
Curriculum and Instructional Standards Office (CISO) will be organizationally
assigned to the DOT.
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2.2 CISO Organization

The Curriculum and Instructional Standards Office is an integral part of a training
activity and performs functions in support of the CO to ensure quality training. The
following guidelines apply to the CISO organization.

® The CISO director will be a dedicated full-time position and report directly to the
CO or X0, unless a DOT has been assigned. The CISO director will be given
department head or special assistant organizational status.

B Additional assignments of instructional systems and/or training specialists
are essential for implementation of this organizational concept. The CO will
review the assignment of civilian instructional systems and/or training specialists
within the training activity and optimize the use of these specialists.

® Commanding officers are encouraged to identify officers demonstrating
potential for making valuable contributions to Navy education and training.
These officers should be encouraged and supported in earning the designation
of Education and Training Management Subspecialist (ETMS). (To determine
the steps for applying, obtain the latest OPNAVNOTE 1520 from the personnel
office.)

2.3 CISO Functions

CISO will be staffed with professional education and training expertise in: Curriculum
Management, Instructional Management and Evaluation Management.

To support these functions, specific duties are evolving as the tools for evaluation,
curriculum conversion/revision/maintenance and instructional delivery expand to
include interactive multimedia instruction (IMI), computer-based training (CBT), video
teletraining (VTT), distributed learning (DL) and the introduction of training technology
in the classroom. It is the role of the CISO to act as the command'’s educational
representative and advocate for the application of training technology and advise the
commanding officer on how to make the best use of training technology assets.

The combination of professional and technical expertise in these areas is essential to

achieve quality in curriculum, instruction and evaluation. To accomplish these functions,
it is recommended that the following personnel comprise a CISO:

2-2-2



NAVEDTRA 135B

CHAPTER 2.0 STAFF MANAGEMENT

SECTION 2.0 TRAINING MANAGERS/COMMANDING OFFICERS
and EXECUTIVE OFFICERS

A CISO Director

> The CISO will be of equivalent organizational status as the training
departments. The senior civilian instructional systems specialist or an
officer with special qualifications in education and training management
shall be assigned as CISO director. An officer of appropriate rank who
meets ETMS qualification would be well suited for this position.

> when a civilian position is designated as CISO director or assistant
director, it shall be classified as an instructional systems specialist in the
GS/GM 1750 series.

B Curriculum Development Experts are required to manage the overall
curriculum functions. This includes areas such as infusion of technology into the
curriculum, the quality of curricuium, both in-house and contract developed,
timely delivery of the curriculum, oversight of the curriculum maintenance and in-
service training requirements. The CISO staff will include personnel who meet
the curriculum development expert standards as outlined in Chapter 2.0, Section
5.0. '

B The CISO staff should include personnel with specialized skills in
instructional management, such as in-service training, instructional delivery
techniques, classroom supervision, and evaluation of instructional personnel.
Personnel assigned to these duties should complete the command's in-service
training requirements for instructional management.

W CISO Evaluators perform training activity-wide evaluation functions, such as
providing professional direction to all evaluation efforts and conducting test
analyses or special diagnostic studies such as attrition/drop from training
analysis reviews and retumn on investment (ROI) analyses. CISO evaluators are
normally civilian instructional systems or training specialists who have met the
professional qualifications standard of their civil service series. They should also
complete the command's in-service training requirements for evaluators.
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24

24.1

and EXECUTIVE OFFICERS
CISO Responsibilities

Curriculum Management/Technology Infusion

Technically accurate curriculum and sound learning methodologies are major
components of quality training. It is the responsibility of the CISO to ensure curriculum
is maintained accurate, reviewed periodically and developed in accordance with
instructional development standards. Chapter 4.0 provides guidance in the curriculum
conversion, revision and maintenance processes. Specific duties of the CISO include:

Maintenance of a master record to track the status of the curriculum.

Ensure all courses over 45 instructional hours in length are evaluated for
possible ACE credit. Refer to Chapter 6.0, Section 3.0 for information on ACE.

Ensure all ACE evaluated courses are reevaluated each time the course is
revised. Refer to Chapter 6.0, Section 3.0 for information on ACE.

Development and maintenance of an audit trail for each course. Refer to
Chapter 4.0, Section 6.0, for information on the master record and audit trail.

Manage the curriculum evaluation and feedback program and coordinate the
action with appropriate activities.

> Examples of this type of data include changes recommended through
curriculum maintenance, identification of problems as a result of the
student critique program; changes to the curriculum based on instructor
feedback, etc.

» This is accomplished by a review of the recommendations from the
training departments on the feedback and evaluation data they have
collected and analyzed.

Identify courses for technology conversion and participate in the Baseline
Assessment Memorandum (BAM) submission for the schoolhouses.

Provide professional guidance and support to the curriculum development and
revision program. This includes:
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Analyze curriculum revision efforts to determine most effective delivery
method to accomplish the course objectives. This function may be
accomplished in-house or by contract personnel.

Prioritize courses for curricula conversion through the application of
training technology.

Provide input to the training project plan.

Review curriculum materials to ensure compliance with curricuium
development standards.

For in-house developed curficulum, assist in the establishment of project
teams and provide in-service training as required to ensure all team
members meet the required qualification standards.

Provide curriculum development experts to support the training
departments and to ensure compliance with applicable procedures and
directives.

Monitor curricula conversion projects to ensure all milestones are
accomplished. Identify problems associated with the project and
coordinate with CNET to correct the problems.

Ensure course safety requirements are included in course curricula.

Validate instructor ratios in Course Master Schedule to ensure
optimization of resources.

Validate Course Master Schedule data and capacity data in[NITRAS knd
ensure data is current and accurate.

B Serve as an advisor for the input and review of contractor developed curriculum
materials. This includes:

»

Review of the Statement of Work (SOW)
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> Monitor/support the review of curriculum products as they are received to
ensure compliante with curriculum development standards.

> Track pilot of courses.

> Review completed curriculum and make recommendations to the
developing agent.

> Review curricula to ensure that all safety requirements, precautions, and
sateguards are included in the curriculum.

2.4.2 Instructional Management

CISOs at all training activities are assigned the following responsibilities:

243

Ensure instructors are indoctrinated in the safety requirements, precautions and
safeguards relative to the course(s) they teach. This inciudes the completion of
Core Unique Instructor Training and Site Augment Training, if required. Provide
or arrange for the required training.

Assess the need for training in curriculum, evaluation, student management and
technology application and provide in-service training for ail personnel as
required. Refer to Chapter 2.0, Sections 2.0, 3.0, 4.0, and 5.0 for specific in-
service training requirements.

Determine the training requirements for personnel assigned to the command and
ensure they are met through the in-service training program.

Monitor the in-service training program and report summaries as Training Quality
Indicators. Refer to Chapter 5.0, Section 5.0 for additional information.

Maintain a master file of all in-service training modules.

Ensure all personnel assigned to teach in-service training topics are qualified to
teach the material.

Evaluation Management

CISOs at all training activities will perform the following;
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B Monitor and provide guidance on all internal and external evaluation
programs. The results of the evaluations will be documented and used to
make adjustments to the related program.

® Forward a report of all evaluation findings, which may indicate a need for
curriculum revision to the CCMM/CCA.

® Determine the need for and schedule the type of course review required. Types
include:

> ~ormal Course Review

»  Course Safety Review. |

> Training Analysis Review.

® Conduct, participate in or provide professional guidance in the course reviews.
Prepare reports for submission to higher authority. Maintain a record of the
results. Refer to Chapter 5.0 for additional information.

B Provide professional direction in the testing program. This includes:

Designing tests that measure the objectives.

Establishing remediation programs.

Reviewing or approving Testing Plans as required.

Providing professional direction in test and test item construction.

vV Vv ¥V Vv VYV

Conducting test and test item analysis and providing the resuilts to the
course managers if resources are available.

> Monitoring results of test and test item analysis if resources are not
available.

B Monitor the instructor evaluation program and ensure instructors
are certified and subsequently evaluated.
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> Ensure the appropriate application of technology in the classroom is
included as a part of the instructor certification and evaluation program.

> Provide assistance or additional training to instructors whose evaluations
indicate a less than satisfactory performance level.

> Reevaluate instructors who have received unsatisfactory evaluations
based on poor instructor technique.

> Ensure that appropriate action IS taken tor reclassification when an
instructor cannot attain or maintain a satisfactory level of performance.
Refer to Chapter 2.0, Section 4.0 for additional information.

> Conduct scheduled/unscheduled evaluations.

Ensure |nstructor records #re maintained.

Ensure that the training required of the curriculum managers, training managers
and course managers is documented.

Monitor the Istudent critique program. |Analyze the feedback from the student

crjtique program. Refer to Chapter 5.0, Section 3.0 for additional information.

Ensure the effectiveness of the hcadémic'Review Boards|(ARBs).

Monitor the|remediation program tp ensure effectiveness. This includes training
materials used for remediation, LRC utilization and the impact of remediation on
attrition and setback rates.

ivionitor uiiiization of the AECs to ensure maximum use of resources.

Monitor impact of training technology on attrition, drop from training, setback and
time to train and provide feedback to higher authority as required.

Conduct baseline assessment of training quality prior to the implementation of
new training technology, course revisions, change in teaching methodology,
increase in course length, etc. and compare with like quality indicators after
implementation. Provide feedback to higher authority as required.
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® Diagnose problems in the training provided. Recommend corrective action and
monitor the results. Provide follow-up for corrective action taken.

® Coordinate external evaluations.

> Coordinate command participation, provide professional direction, assist
in preparing survey questionnaires, assist in interpretation and use of
external evaluation findings and monitor results.

> Upon requést, provide curriculum materials to the fleet review
representatives prior to a Navy Training Requirements Review (NTRR).

B Analyze training quality data and provide reports to CO/XO. Refer to Chapter
5.0, Section 4.0 for additional information.

2.5 Safety and Occupational Health Manager (SOH)

It is the responsibility of the training command to ensure that safety is an integral part of
training, that students are afforded a safe training environment, and that all personnel in
the accomplishment of their mission observe sound safety practices. To ensure the
accomplishment of these objectives, SOH managers are assigned. They are
responsible for NAVOSH and Training Safety. |Activities may appoint two different
individuals or may assign both functions to one individual. Refer to OPNAVINST
1500.75 (series) and CNETINST 1500.20 (series) for Training Safety responsibilities
and OPNAVINST 5100.23 (series) for NAVOSH responsibilities.

26 Training Department Duties Responsibilities
2.6.1 Division/Department Head, Division/Training Officer

The Division Head and Department Head are typical titles given to training managers
responsible for the training provided by a group of related courses. As such, these
training managers are required to complete the certification process for training
managers. Training should include areas related to the supervision of staff and
students, curriculum development/maintenance, funding for resources, and evaiuation.
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2.6.2 Training Departments

The training departments are responsible for the conduct of quality training as directed
by the commanding officer. To best accompilish this goal, the training departments
must work closely with the CISO. The general functions of the training department are
the same as CISO:

® |Curriculum Management.

B Instructional Management.

] [Evaluation Management.|

This section will discuss the training departments' role in ensuring quality training.
2.6.3 Curriculum Management
Training departments will:

B Provide feedback data to CISO for the maintenance of the master record used to
track the status of the curriculum.

B Analyze feedback to determine the need for curriculum revision.

B Review, in conjunction with CISO, current assets for curriculum development
projects.

® Coordinate with CISO the schedule for curriculum revisions.
For in-house developed curriculum, training departments will;
= Iniuate me traning project pian.
B Develop, write, assemble, and assist in the validation of training materials.

® Comply with existing developmental standards during the development process.

B Develop and maintain|audit trail material. |f the training is provided at more than
one activity, the CCMM will develop and maintain the audit trail.

2-2-10



NAVEDTRA 135B

CHAPTER 2.0 STAFF MANAGEMENT

SECTION 2.0 TRAINING MANAGERS/COMMANDING OFFICERS
and EXECUTIVE OFFICERS

B Include course safety requirements in the curricula.
B Provide SMEs to the curriculum development project team.
For contractor developed curriculum, training departments will;
® Provide SMEs.
B Review materials and recommend changes.
B Review all appropriate curricula safety requirements.
B Participate in the conduct of pilot courses.
B Participate in in-progress reviews.
8 Assist in the development of SOW.
2.6.4 Instructional Management
Training departments will:
B Conduct technical training.

& Coordinate the determination of in-service requirements for training managers,
course managers, instructors and curriculum managers with CISO.

B Develop specific certification requirements for instructors assigned to the course.
Maintain the records as required. Refer to Chapter 2.0, Section 8.0, for
information on recording keeping.

B Develop required unique training programs and conduct these programs.
Provide reports of training completion to CISO.

B Conduct in-service training as scheduled by the CISO.

B Indoctrinate all instructional personnel in course specific safety requirements.
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Conduct course indoctrination programs for all instructors and provide
designated training.

Maintain required records.

Evaluation Management

Training departments will:

Designate certified instructors as instructor evaluators.

Provide support to CISO and patrticipate in specified reviews (Formal Course,
Safety, Training Analysis Reviews, etc.).

Designate a course or department testing officer. Maintain the test item bank.
Develop, administer, and score tests. Ensure test security. Conduct test item
analysis as directed and/or make changes.

Conduct scheduled and unscheduled)|instructor evaluations. |Provide for
instructor development based on evaluation results.

Review #tudent critiquesl and take corrective action when required.

Conduct s t‘equired and ensure adequate training of all personnel
assigned to the board.

Assign and conduct remedial instruction. |

Provide support to CISQ in diagnosing training problems.
Provide technical support and participate in all external evaluations.

interpret ana use the nnAINgs from the external evaluations.

Solicit feedback from staff and senior student personnel reporting from the fleet.
Analyze the feedback and recommend changes based on the feedback.

Provide support as required for Training Performance Evaiuation Board reviews.
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B Provide SMEs as required for fleet review of the NTRR process.

® Collect and summarize data on the fraining quality indicators. |Provide CISO with
the results.
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3.1 Introduction

Course managers are responsible for the management of a particular course or a
specific function for several courses. Most military personnel assigned as course
managers are ordered in to fill "I" or "L" billets. In these instances, the military course
manager will complete the formal training and certification requirements for an
instructor. In many cases, the course managers are required to perform several of the
functions discussed in the following sections. These sections identify typical titles of
course managers, the duties required of the position, and the training requirements.

3.2 Course Supervisors/Lead Instructors

Course supervisors or lead instructors are typical names given the first-line managers
of a course of instruction. They are responsible for the direct supervision and
evaluation of instructors. Course supervisors will be graduates of the appropriate
instructor training course and will complete all instructor certification requirements.
Regardless of the amount of instructing done by the course supervisors/lead instructors
after certification, they are encouraged to continue improving their instructional skill
through the quarterly instructor evaluation program. If they are not scheduled to teach
on a regular basis, they may be exempted from the quarterly evaluation program.
Request for an exemption will be approved by CISO and documented in the
supervisor's training record.

Typical duties include:

B Coordinate the training program for all assighed personnel and maintain
instructor training records.

® Conduct scheduled and unscheduled jnstructor evaluations. |

E Manage the instructor certification program and coordinate quarterly instructor
evaluation program with CiSO.

® Collect feedback from student critiques of the course and the instructors and
provide training quality indicator summary data to the training managers and
CiSO.

B Ensure lesson plans contain instructor personalization.
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B Counsel students when problems cannot be resolved at the instructor level.

m Review NITRAS/STASS and provide reports to the department/division head.

B Collect data from hcademic Review Board r|esults to include total number
conducted, recommended results, and actual results.

B Collect feedback from instructors returning from the fleet.

Course supervisors/lead Instructors assigned direct supervision of instructors of
high/moderate-risk courses will be screened by the commanding officer or designated
official, such as the executive officer or department head, as a part of the certification
process. The screening process will be in accordance with the guidelines contained in
CNETINST 1500.20 (Series).

In addition to being a certified instructor, course supervisors/lead instructors must aiso
complete in-service training for course supervisors/lead instructors and any additional
in-service training as required by the command. This should include, for example,
training in counseling techniques, NITRAS/ STASS, student management, course
management, training quality indicators, etc. Completing the appropriate training track
in the NAVEDTRA 149 will satisfy in-service training requirements for course
managers.

3.3 Instructor Evaluator

Instructors are key elements in the training process and as such, they must possess
the technicai and instructional expertise necessary to deliver quality training. To ensure
proficiency, instructors will be evaluated on both a scheduled and unscheduled basis.

Instructor evaluators may be CISO personnel, instructors or course supervisors who
have received in-service training in instructor evaluation. In some cases, other training
managers such as commanding officers, department heads or division officers may
conduct evaluations. Training managers are encouraged to participate in the instructor
evaluation program and receive in-service training as an instructor evaluator.
Personnel who have received in-service training in instructor evaluations should
conduct certification, monthly and quarterly evaluations. Training managers, subject
matter experts, etc., as appropriate may conduct unscheduled evaluations or “spot-
checks”.
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Evaluators may be full-time evaluators or may continue with their normal duties as
instructors, phase supervisors, course supervisors, etc. Refer to Chapter 5, Section
2.0, for information on instructor evaluation policy and Appendices D and E for
guideiines on how to conduct instructor evaluations.

Instructor evaluators must be thoroughly familiar with the information contained in the
Navy Instructor Manual, NAVEDTRA 134 and complete in-service training in the
following areas: preparing for the evaluation, conducting the evaluation, using the
evaluation form, debriefing the instructor and the appropriate use of training technology
in the classroom.
3.4 Curriculum Maintenance Personnel
Curriculum maintenance personnel are responsible for maintaining the currency of the
curriculum. It is recommended that personnel assigned to curriculum maintenance be
certified instructors. Typical duties include:

® Maintain audit trail items required at the course level.

B Assist in conducting course reviews.

B Coordinate all changes to promulgated curricula.

B Incorporate approved changes to promulgated curricula.

B Ensure adequate quantities of lesson plan, student materials, and visual
information is stockpiled.

B [nventory and order printed materials as necessary.

W Maintain a master copy of all curriculum materials.
curricuium maintenance personnel will complete in-service training as required by tne
command. This should include, for example, training in how to conduct course reviews,

how to coordinate and monitor changes to curricula, and the contents and purpose of a
course audit trail.
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3.5 Testing Officer

The testing officer is responsible for ensuring that the functions of the testing program
are accomplished. Typical duties of the testing officer include:

B Preparation of testing materials.

B Administration of tests.

B Grading of tests.

B Security of testing materials.

B Maintenance of a test bank.

B Coordination and management of revisions to tests.
B Analysis of testing programs.

B Providing summary reports of testing information in the quarterly training quality
indicator report.

B Conducting in-service training in testing areas as required.

Testing officers will complete in-service training as required by the command. This
should include, for example, designing a testing program, testing plan development, test
item construction, knowledge and performance test development, test design, test
administration, test security, and test/test item analysis. Completion of the Testing
Officer Training Track in the NAVEDTRA 149 will satisfy in-service training requirements
for testing officers.

3.6 Student Control Officer

The Student Control Officer is a command-wide function and is normally assigned as a
centralized student control office which is responsible for the control and administration
of all student class assignments. Student Control Officers must work closely with the
Student Affairs Coordinator assigned at the department or course level in order to
identify and correct student-processing problems. Typical duties include:

2-3-4



NAVEDTRA 135B

CHAPTER 2.0 STAFF MANAGEMENT

SECTION 3.0 COURSE MANAGERS

Coordinate local automated data processing (ADP) systems concerned with
student control and pipeline management.

Monitor in-processing time to ensure it is accomplished as soon as possible. In-
processing time may vary between commands; however, pay/personnel, berthing
assignment, and station indoctrination should be completed within a maximum of
three workdays.

Ensure each command establishes directives concerning "catch up” and "class
up" procedures. These include:

> For courses that do not convene daily, weekly or bi-weekly, students
arriving late for a course will be expeditiously processed and made
available for enroliment. Students who arrive within a few days after the
start date must be afforded every opportunity to "catch-up” with those
students who were enrolled on the normal class convening date.

> If the number of students awaiting instruction (Al) creates a backlog when
courses are formed, appropriate "class up" actions to eliminate the
backlog should be initiated. The actions may include formation of
unscheduled classes, double shifting of classes, a temporary increase of
classroom student-to-instructor ratios, increase in class size or any other
management initiative that may be required to alleviate the problem.

> In some cases, constraints such as contract specifications may preclude
some actions. If this occurs, close coordination with CNET Schoolhouse
Operations Division Regional Coordinator is required.

Coordinate all NITRAS/STASS matters and ensure the accuracy of
NITRAS/STASS and CANTRAC.

Establish the procedures and policies, checks and balances for initial student
class reservations as well as any subsequent class/course changes and ensure
student data is correctly and promptly recorded in NITRAS/STASS for each
student.

Maintain the student diaries to accurately account for all student actions and
provide reports to the commanding officer as required.
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3.7

Coordinate with Personnel Support Activity Detachments (PERSUPPDET) to
ensure students are made available and transferred on a timely basis.

Act as the point of contact, collection point, and repository for student accounting
statistics.

Monitor status of class rosters, submissions, updates and completions to include
student actions to individual classrooms for verification; making corrections as
necessary; and forwarding end of month (EOM) reports to the commanding
officer for review.

Monitor and track current status of students retained on board as legal or medical
holds.

Integrate the NITRAS/STASS student reporting process into the daily student
accountability procedures.

Ensure[NITRAS/STASS inputs and submissions are made promptly when
student actions occur.

Serve as the official source of information and expertise on

NITRAS/BTASS/CANTRAC matters and provide training to all training

department personnel involved with NITRAS and CANTRAC issues.
Ensure student reporting procedures for check-in are efficient.
Maintain positive control of all administrative documents pertaining to students.

Student Affairs Coordinator

The functions of a Student Affairs Coordinator may be assigned at the department or
command level depending on the number of students and should be a full time
assignment. While the Student Control Officer may be military or civilian, it is
recommended that civilian personnel to ensure continuity of the student reporting and
management process fill this position. A wide variety of administrative tasks including,
input to student pipeline management, may be assigned to this position. Pipeline
management is discussed in Chapter 3. Typical duties include:

Coordinating changes to the NITRAS/STASS and CANTRAC programs and
monitoring the accuracy of the changes to NITRAS/STASS and CANTRAC.

Review course data elements at least quarterly.
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B Provide training to staff in the use of NITRAS and CANTRAC.

Personnel assigned the duties of[NITRAS/STASS coordinator will complete in-service
training as required by the command. This should include, for example, training in the
use of NITRAS %nd CANTRAC, |student pipeline management, and training quality |

indicators.
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3.8 Student Affairs Officer

The functions of a Student Affairs Officer may be assigned at the department or
command level depending on the number of students and may be assigned to either
military or civilian personnel. This position may also be combined with the
NITRAS/STASS coordinator depending on the workload and command preference.

B Maintain data on student enrollments, graduates, attrites, setback and
remediations.

B Ensure the timely processing the best utilization of all students awaiting
instruction (Al), awaiting transfer (AT) graduates, attrites, etc.

B Coordinate all student-reporting issues for the department or the course with the
command’s Student Control Officer.

B Oversee quality of life (QOL) affairs or issues for the course as required
by the command.

Personnel assigned the duties of Student Affairs Officers will complete in-service
training as required by the command. This should include, for example, training in the
use of NITRAS/STASS and CANTRAC, time to train reporting, and training quality
indicators.
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The instructor is the front-line representative of the NAVEDTRACOM and is one of the
most important elements in the training process.

W To ensure that quality instructors are assigned to a training activity,
standardization in the following key areas must be maintained:

W Selection process for instructors.
B Training of instructors.

B Certification of instructors.

B Evaluation of instructors.

Selection, training and certification of instructors are discussed in Sections 4.2 through
4.5. Evaluation of instructors is discussed in Chapter 5.0, Evaluation Management.

In some cases, contract instructors are required to provide instructional services. The
management of contract personnel is different from that of military and DoD personnel.
Guidelines on how to conduct instructor evaluations of contract personnel are contained
in Chapter 6.0, Support Functions.
4.2 Instructor Selection Policy
It is the Commanding Officer’s responsibility to determine the suitability of sailors for
instructor duty. Prior to recommending individuals for, or transferring individuals to
instructor duty, the CO will use the screening criteria listed in Enlisted Transfer Manual
to determine member’s suitability for such duty. These requirements include the
following:

B Physically, psychologically and temperamentally suited for instructor duty.

B Knowledge and expertise in the subject area assigned to teach.

B Good communication skills or the potential to develop them.

M Maturity.
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B Emotional stability and the ability to maintain self-control under all
circumstances. If there is any doubt as to this attribute, psychological screening
will be conducted. '

B Adherence to Health and Physical Readiness Program Standards as defined in
OPNAVINST 6110.1.

- s P ppppu— [y |
FOosiuve 1oie modaei.

B People oriented.
| Desire to teach.

B Enlisted personnel selected for instructor duty in NAVEDTRACOM should meet
the screening criteria specified in Chapter 10, NAVPERS 15909F. If personnel
arrive for instructor duty without proper screening, the training activity will notify
CNET, by message, for each occurrence.

4.3 Instructor Training Policy

Personnei assigned instructor duty wiii compiete the formai training for their job
assignment. If quota availability does not coincide with availability of qualified
personnel, prospective gains will be assigned without instructor training to avoid billet

- gapping. Priority of assignment to instructor school will be given to members ordered
to instructor duty who will not have an instructor school in the immediate geographic
area of their ultimate duty station. Problems obtaining quotas will be coordinated with
CNET. If the instructor arrives without the formal training, the instructor must complete
it prior to certification. Appendix A contains a list of all formal courses designed to
prepare the instructor for different types of instructor duty. (For officers assigned to
instructor duty that are not provided formal instructor training enroute, every effort must
be made by the receiving command to make this training available. If unable to
comply, notify CNET, for each instance and as to the circumstances involved.)

Personnel assigned duties in more than one instructor category must meet the formal
training requirements for each category before assuming responsibility for the new
assignment except as described below. Graduates of the Naval Leader Development
Program Instructor course, A-012-0045, may be certified as group paced instructors by
receiving additional one-on-cne training during the certification process. This training

wili cover testing, safety procedures and skill training and must be documented in the
instructor's record.
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Enlisted personnel who already possess NEC 9502 or officers who have previously
completed an Instructor Training course, are not required to revalidate their instructor
credentials by reattending formal instructor training. When previously certified
instructors are reassigned to instructor billets, gaining commands should update their
credentials with on-site training and recertification before they assume instructor duties.

In all cases, personnel must satisfy the requirements of their training activity's
certification program prior to assuming responsibility for the new assignment.
Formal instructor training may only be taken in-residence at one of the training sites
listed in CANTRAC or by mobile training teams from specified training sites.

Documented requests for mobile training, stating the need and number of students,
should be submitted, via the chain of command, to CNET.

4.4 Screening of instructors Assigned to High/moderate-Risk Training
Instructors assigned to high/moderate-risk courses will undergo a screening process.
The commanding officer is responsible for ensuring that this evaluation takes place n
accordance with CNETINST 1500.20 (series).

4.5 Instructor Certification Policy

Certification is a process that prepares the instructor to conduct training without the
direct supervision of a certified course instructor. Certification normally begins after the
completion of formal training and upon arrival at the training command for duty.

4.5.1 Minimum Requirements for Certification

All courses:

B Complete the activity's Instructor Indoctrination training; this includes command
and course indoctrination training.

B Practice teach in the course for which certification is to be granted.

B Receive satisfactory evaluations on a minimum of three separate presentations
while practice teaching.

W Returning instructors may receive a waiver from CISO after satisfactory
completion of an evaluation on their technical and instructional expertise.
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High/Moderate-Risk Courses as identified in CNETINST 1500.20 (series):
B Complete the above; and prior to practice teaching:

B Attend as a student the high/moderate-risk segments of the course for which
certification is to be granted. This may be waived by the Commanding Officer,
and annotated in the instructor’s training record, if the prospective instructor has
successfully attended the course within the past three years and there have
been no major changes to the course.

B Complete Core Unique Instructor Training

B Complete additional or different instructor training resulting from Site Augment
Plans. This applies to high/moderate-risk courses that are located at more than
one site.

Instructor certification plans will be developed for each course by the course supervisor.
This plan will describe the general process for instructor certification. In addition,
prospective instructors will be provided specific guidance on their individual certification
requirements. The following paragraphs explain the steps involved in the certification
process. Refer to Figure 2-4-1 at the end of this section for a flow chart on the
certification process.

Step One — Command Indoctrination

Commanding officers are required to ensure that command indoctrination is provided
for incoming instructors. The indoctrination is designed to provide information to the
instructor on chain of command; command policies on instructor awards programs;
activities, e.g., off-duty education, PSD, Navy Exchange, etc.; and any other area
determined appropriate by the commanding officer. Safety training will be included in
all command indoctrinations.

Step Two — Course Indoctrination

Commanding officers are required to ensure that course indoctrination is provided to all
incoming instructors. Course indoctrination includes indoctrination to safety policies
and programs unique to certifying instructors for that course. It is designed for
instructor trainees, introducing them to course policies and general duties they will be
expected to perform. This training is normally provided by the individual course and
may be completed in conjunction with command indoctrination.
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Step Three — Attend the Course as a Student (High/Moderate-Risk only)

Prospective instructors of high/moderate-risk courses will attend the high/moderate-
risk segments of the course they are to be certified to teach, as a STUDENT prior to
practice teaching unless a waiver has been granted by the Commanding Officer based
on prior training and experience.

Step Four — Core Unique Instructor Training (High/Moderate-Risk only)

Lore unique Instructor 1raining is aesignea to prepare the instructor to teach in a
high/moderate-risk course. The content of this training will vary from course to course,
but must include all items of high/moderate-risk, which require special attention. For
Core Unique Training, the items must apply universally to all sites where the course is
taught.

® Core Unique Instructor Training will be developed by the CCMM for all
high/moderate-risk courses identified in CNETINST 1500.20 (series) and
submitted to the CCA for approval. After appraval, the CCMM will distribute a
copy of the Core Unique. Instructor Training to all the participating activities.

B Core Unique Instructor Training does not address site specific situations, the
participating activities will prepare a Site Augment Plan with the related training
and submit it to the CCA (copy to CCMM).

B [f there are no site-specific differences, then a negative Site Augment Plan will
be submitted by the participating activity to the CCA (copy to CCMM).

B All instructors assigned to teach in highlmoderate—risk courses will complete
Core Unique Instructor Training and any necessary Site Augment Training prior
to attending the course as an instructor trainee.

Step Five —Instructor Preparation and Practice Teaching

Prior to practice teaching, all prospective instructors will review the curriculum
materials, observe classes in session and personalize instructor guides. The time
required to complete Instructor Preparation will vary based on the previous experience
of the instructor and the frequency of which the training is provided. However, every
effort should be made to keep this time at a minimum.
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in addition, prospective instructors wiii be required to Practice Teach prior to
certification. Practice Teaching may be conducted in a normal classroom setting with
students or a simulated classroom setting with piers as students. For Practice
Teaching conducted in the normal classroom setting, the prospective instructor must be
under the direct supervision of a certified course instructor. Prospective instructors are
NOT required to Practice Teach every lesson they are to be certified in. The amount of
time devoted to Practice Teaching will vary based on previous teaching experience of
the instructor but shall be completed in the minimum time possible

I Ne purpose or Step FIve IS 1O:

B Provide insight into instructional technique/methodology.

B Provide the opportunity to personalize lesson pilans.

B Provide the opportunity to instruct under supervision.

B Provide the opportunity for scheduled instructor evaluations.
Step Six — Three Satisfactory Evaluations

During the instructor ‘s Practice Teaching period, evaluations will be conducted to
provide feedback to the instructor. This feedback will include understanding of the
subject matter as well as proper use of instructional techniques. The prospective

instructor must receive satisfactory evaluations on a minimum of three separate
presentations while Practice Teaching.

B Two evaluations will be used to evaluate the instructor's knowledge of the
subject matter. These evaluations verify the instructor has the necessary
technical qualifications to teach the material without direct supervision. An
instructor evaluator knowledgeable in the subject matter will conduct this type of
evaluation.

B One evaluation must be conducted by CISO personnel, a Master Training
Specialist or a trained instructor evaluator and will be used to evaluate the
instructor's technique as taught in the formal instructor training course.
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Step Seven — Certification

After steps one through six have been satisfactorily completed, the instructor is
recommended for certification. The designated certifying authority for the command will
officially certify the instructor and ensure documentation is entered into the instructor's
training record.

Step Eight — Qualification to Teach New Material

1118 CUUISE SUPeIVISOL MUST Nave a process In piace 1o ensure ecnnicat compewency or
the certified instructor prior to assigning new material for the instructor to teach. This
may require a process similar to certification, or portions of it, depending on the type of
material to be taught and the experience of the instructor. Course supervisors are
responsible for ensuring that instructors are properly prepared and the training
documented, prior to their assignment to teach new material.

4.5.2 Navy Enlisted Classification 9502

The NEC 9502 is automatically assigned upon graduation from the formal instructor
training course. The instructor will retain the NEC provided all the certification
requirements outlined above are met. If the instructor does not complete any part of the

above requirements, the NEC may be canceled. Reclassification of instructors is
discussed in Section 4.9.

In order to avoid cancellation of the NEC, training and appropriate course managers
shall ensure that all individuals ordered in as instructors complete the certification
evaluation program.

4.5 AdQaiuonal instructor vuties

Some instructors may be assigned additional or collateral duties. Typical additional
duties include:

B Administer tests and critique results with the class.
B Conduct remediation for the students.
B Serve as a member of Academic Review Boards.

B Participation in preventive counseling.
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Instructors will complete in-service training as required by the command. This may
include, for example, how to conduct effective remediation, how to administer and
critique tests, and the duties and responsibilities of an academic review board member.

4.7 Reclassification of Instructors

Chapter 10 of the Enlisted Transfer Manual (NAVPERS 15909F) describes the
requirements for the selection and assignment of personnel to instructor duty. It also
outlines the actions required in the reassignment of personnel found unsuitable for duty
as instructors. Despite the stringent screening process in the selection of individuals for
instructor duty, there are isolated cases where individuals are assigned to instructor
duties that are unsuitable for the duty. Individuals unsuitable for instructor duty are
classified into one of two categories:

B Individuals considered unsuitable for instructor duty through no fault of
their own. Individuals in this category may have physical defects, speech
impediments, lack of confidence, inability to project in front of audiences, or have
other deficiencies, which hamper effective instructing.

B Individuals considered unsuitable for continued instructor duty as a resuit
of their own actions. Individuals who are charged with fraternization or other
misconduct, who demonstrate a lack of interest in instructing, who demonstrate
poor attitudes, or who fail to maintain body fat or physical fitness standards
specified in OPNAVINST 6110.1 (series) fall into this category.

While the reasons for unsuitability vary, the actions to be followed by the training
activities are essentially the same. Three specific actions are required:

B A recommendation to remove the instructor from instructor duty must be
submitted to BUPERS (PERS 40), or NAVRESPERSCEN (Code 30) for USNR
(TAR) personnel, utilizing Report Symbol BUPERS 1306-166. Each request
must include the following about the instructor:

B Name, rate, SSN, Primary NEC, Secondary NEC, expiration of active obligated
service (EAOS), date reported to current tour of duty and number of/location of
dependents and household goods.

B Specific and detailed reasons why the individual is considered unsuitable for
continued instructor duty. Indicate in which category of unsuitability the
individual is considered to belong.
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W Information about the instructor that may be useful to the detailer in determining
his/her next assignment.

B Inthe case of individuals determined to be unsuitable through no fault of their
own, comments concerning each individual's ability to perform in other than an
lnstructlng capacity; e.g., professional knowledge, ability, or initiative.

B When the reason for reassignment is a result of the individual's own actions, any
disciplinary action taken or pending. If the reason for reassignment is a result of
the individuals own actions, include any page 13 counseling sheets that pertain.

B When the instructor is considered unsuitable for continued duty as a result of
his/her own actions, a statement of rebuttal from the instructor. If the instructor
desires not to make a statement, the instructor must indicate this in writing.

B The instructor's duty preference, in the event the transfer is directed.

Commanding officers should ensure that individuals who lack an inherent ability to
communicate but who are otherwise highly capable are not demoralized or led to
believe that the nomination for unsuitability through no fault of their own will constitute a
stigma which will affect future advancement.

Reassignment as a result of unsuitability for any reason is at the discretion of BUPERS
or NAVRESPERSCEN. Chapter 10 of the Enlisted Transfer Manual contains factors
considered in reassignment decisions.



NAVEDTRA 135B
CHAPTER 2.0 STAFF MANAGEMENT

SECTION 4.0 INSTRUCTORS

INSTRUCTOR
COMMAND
INDOCTRINATION
COURSE
INDOCTRINATION
I
HIGH/MODERATE NON HIGH/MODERATE
RISK RISK
ATTEND AS COMPLETE
STUDENT INSTRUCTOR
PREPARATION AND
I PRACTICE
COMPLETE CORE
UNIQUE INSTRUCTOR
* THREE
AND/OR SATISFACTORY
— EVALUATIONS
COMPLETE SITE I
AUGMENT TRAINING
CERTIFIED
INSTRUCTOR
| |
MONTHLY
EVALUATION
PROGRAM
I
QUARTERLY *Two_ ‘
EVALUATION ev:uauons will
PROGRAM it
experfise, one

Figure 2-4-1. Instructor Certification/Evaluation Flow Chart
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5.1 Introduction

Curriculum management is a primary concern of all NAVEDTRACOM. Ensuring that
the function of curriculum management is accomplished requires three different types of
specialists:

B Subject Matter Expert.

B Curriculum Developer.

B Curriculum Development Expert.
These specialists are responsible for developing, writing, assembling and ensuring the
quality of the training materials. They may also be required to serve as members of the
pilot course monitoring team. The duties of curriculum managers may be part time or
full time depending on the needs of the command. Curriculum conversion/
revision/maintenance maybe a collateral duty of the instructor or a contracted function.
The ideal situation for curriculum conversion/revision projects is for the commanding

officer to have all three types of personnel available when a project is required. If this is
not possible, some of the functions may be combined or contracted out.

Refer to Appendix A for the training paths for curriculum managers.
5.2 Subject Matter Expert
The subject matter expert's (SME) primary responsibility is to assist in the conversion of
and/or the revision of curriculum; therefore, the subject matter expert will be proficient in
the technical subject matter of the curriculum undergoing conversion/ revision.

B The SME is not required to be a certified instructor although it is preferable.

B The SME must have a fundamental understanding of the curriculum conversion

process but is not required to be a graduate of the formal course training for
curriculum developers.
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An additionai responsibility of the SME is to assist the course manager in severai
internal evaluation efforts. Examples include curriculum surveillance and
conducting formal course reviews.

SMEs will also be made available for external reviews such as NTRRs,
Technical Audits, and Training Performance Evaluation Reviews.

SMEs may also be required to advise contractors and review contractor
developed curricula to ensure technical accuracy of the material.

At a minimum, SMEs will compiete in-service training in curriculum conversion/
revision/change as appropriate, how to conduct course surveillance, and the SME's role
in a formal course review.

53

Curriculum Developer

Curriculum developers (CDs) must be knowledgeable in the subject matter, should be

certified instructors, should complete the formal training for curriculum developers and

any in-service training specified by the command. The following is a list of some of the
typical duties of the curriculum developer:

Revise curriculum or convert to training technology applications.
Review subject matter to ensure technicai accuracy.
Review lesson material to ensure continuity and flow.

Review tests and test items to ensure sound construction principles were
followed.

Review visual information to ensure appropriateness/accuracy.

Be actively involved in the curriculum conversion process to ensure proper
procedures are followed.

Provide guidance in all areas of curriculum conversion as required.

Attend pilot course(s); assist in the complete validation of the material and the
preparation of the material for implementation.
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5.4 Curriculum Development Expert

Curriculum development experts (CDEs) may be officers with the Education and
Training Management Subspecialty, a civilian instructional system or training specialist
or senior enlisted personnel as designated by the training activity. The CDE is
responsible for providing guidance for the curriculum conversion/revision project. The
CDE should possess specialized training in curriculum conversion and should be a
graduate of the applicable formal curriculum developer's training course(s). In addition,
the CDE should complete any in-service training specified by the command. Typical
duties include:

B Monitor and participate in all training activity intemal curriculum
conversion/revision projects.

B Review course control documents prior to submission to higher authority.

W Establish deadlines consistent with the Plan of Action and Milestones outlined in
the Training Project Plan.

B Provide status reports as needed to higher authority.

B Coordinate the conversion/revision/validation effort between the course or
contractor, activity, and CISO.

B Possess a working knowledge of training technology conversion tools, and apply
that knowledge in the analysis of all curriculum revisions.

In addition to the duties in curriculum conversion/revision, the CDE may also be actively
involved in all aspects of the internal evaluation program. Refer to Chapter 5.0 for
additional information on internal evaluation. For additional information on the
management of the curriculum conversion process, refer to Chapter 4.0.
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CNETINST 5310.4 (series), CNET Shore Manpower Requirements Policy and
Procedures provides standardization for computing the minimum number of instructors
needed to conduct training.

B A formula is used to determine the number of instructor hours required to teach a
given student input at a specified convening frequency. The contact hours are
converted to man-years or billets required.

B The formula is used:
> As a basis for justifying manpower requirements. If the computation
indicates a shortage of instructors, CPATS, requesting additional
personnel, will be submitted to the functional commander for approval.
Refer to Chapter 4.0 for additional information on CPATS.

> To provide a means of estimating the staffing costs of future courses/
programs.

> To aid in the analysis of increments, decrements, and feasibilities.

> To standardize procedures among courses and to serve as an audit tool.
B The Course Master Schedule is used when computing instructor requirements.

A change in the Course Master Schedule may change the instructor

computations. Guidance on how to prepare a Course Master Schedule is also
contained in CNETINST 5310.4 (series).
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7.1  Introduction

To provide incentive for greater effort and morale and to recognize outstanding
performance, NAVEDTRACOM has established both an awards program and a
qualification program for instructors. The awards program is outlined in CNETINST
1650.1, Information Concerning Policy and Procedures for the Awards Program Within
the Naval Education and Training Command. It should be referred to when
recommending personnel for the Navy Commendation Medal and lesser personal
awards. The qualification program is called Master Training Specialist and will be
covered in Section 7.3.

7.2  Activity/Course Instructor Recognition Programs

Training activities should establish command and course recognition programs.
Training managers should establish criteria for recognizing outstanding instructors and
make the staff aware of the requirements. Examples include:

B Instructor of the Quarter.
B Instructor of the Month.

B Letters of Achievement. These may be given when appropriate. It may be
appropriate to tie class achievement with instructor awards. In this instance, it is
important to recognize both the students and the instructor.

7.3  Master Training Specialist

The Master Training Specialist (MTS) program is a qualification program designed to
recognize individuals who have achieved a level of excellence in teaching skills, training
management and curriculum management. The MTS program is demanding and can
only be achieved by completion of the qualification requirements as specified in
CNETINST 5000.5 (series).

Utilization of MTS: Individuals designated as MTS create a cadre of specialists with
valuable knowledge and skills that can help the command improve training and
efficiency. These individuals may be designated to perform instructor evaluation,
conduct in-service training, serve in the MTS program as command signature authority
and on MTS Nomination Boards, and/or assist with other training and training
management processes.
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This program is designed for individuals who are permanently assigned in a training
billet at a NAVEDTRACOM activity whose prlmary mission is training. Personnel
eligible for MTS are:

Training Managers.

Company Commanders.
Instructors.

Curricuium Managers.
Instructiénal Standards Personnel.

Learning Center Supervisors.

Contract instructors are not included in the MTS qualification program.

To qualify for MTS, the criteria listed in the Job Qualification Requirements found in
CNETINST 5000.5 (series), must be completed. In addition to these specific
requirements, the following general requirements must be met.

Complete one of the Navy's formal instructor training courses or have the

~ equivalent training or educational background.

Possess performance evaluations as outlined in CNETINST 5000.5 (series).

Military personnel must pass the Physical Readiness Test (PRT) as outlined in
CNETINST 5000.5 (series).

Complete the instructor certification process and obtain at least three instructor
evaluations prior to completion of the program. All evaluations must contain an
MTS recommendation.

Be recommended for MTS by the command's MTS Nomination Board.

The nomination board will forward recommendations to the commanding officer for
approval. If approved, a Certificate of Accomplishment and a medallion will be
presented by the command.
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7.4 Instructor of the Year and Recruit Division Commander of the Year

NAVEDTRACOM award programs include the Instructor of the Year and Recruit
Division Commander of the Year awards.

B These programs were established to provide recognition for those enlisted and
officer instructors and recruit division commanders who have displayed
outstanding instructional and leadership performance and who best personify the
meaning of personal excellence.

B These awards also serve to communicate to flest sailors that instructor and
recruit division commander tours of duty are positive career enhancing
opportunities.

B The following criteria have been established for the Instructor of the Year award:

>

This award is open to all active duty personnel including Training and
Administration of Reserve personnel who have been assigned for a period
of at least one-year in an instructor billet.

Individuals nominated for this award will be top performers, physically fit,
and professional in bearing and appearance.

Commanding officers of the training activities will conduct com petition
open to all eligible personnel under their command. One enlisted and one
officer, if appropriate, will be nominated. A nomination package will be
prepared and submitted as per CNETINST 1650.7 (series).

CNATRA will select one officer nominee and forward selected nomination
package to CNET as per instruction.

CNET will consider direct reporting activity nomination packages received
to select one enlisted and one officer instructor of the year from the
following communities: Surface, Undersea, Air (enlisted only), and
General/Leadership training. From this group of finalists will be selected
an enlisted and officer CNET Instructor of the Year.

CNET will provide additional guidance for it's training activities.
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B The following guidelines have been established for Recruit Division Commander
of the Year:

> The Commanding Officer of the Recruit Training Commands will conduct
competition open to all eligible personnel under their command and select

one nominee. Packages will be forwarded as per CNETINST 1650.7
(series).
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All training activities are required to maintain training records for personnel assigned to
an instructor (I) or (L) billet. The following types of information will be recorded for
personnel assigned to these billets:
B Formal Course Completion. Include:
» List of courses completed and graduation date.
M |Instructor Certification Information. Include:

> Date command and course indoctrination completed.

> Date Core Unique Instructor Training or Site Augment Training was
completed, if appropriate.

> Topics the instructor trainee was assigned to teach and the date the
instructor was certified on that material.

> Copies of all instructor evaluations conducted while an instructor trainee.
B [nstructor Evaluation Information. Include:
> Copies of all instructor evaluations conducted after certification.

» A list of additional topics the instructor has been approved to teach and
the date of approval.

> If monthly or quarterly evaluations cannot be conducted as required, an
explanation as to why they were not conducted.

B [Safety Training Information. |nclude:

> A list of all required safety training and the date, or planned date, of
completion.

B In-Service Training Information. Include:

> A list of all required in-service training and the date, or planned date, of
completion.
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When the Interservice Training Review Organization (ITRO) designates a course as an
ITRO course, records must still be maintained. If the ITRO course is Navy sponsored,
records containing the above types of information will be maintained for all personnel,
regardless of the service. If the course in not Navy sponsored, records will be
maintained as required by the sponsoring service. If any conflict occurs, CNET should
be notified for resolution.

Official training records for personnel assigned solely to training manager and
curriculum developer billets are not required. However, documentation indicating
completion of the following should be maintained:

B Formal course training, as appropriate.

[ ] | Safety traininq.|

B In-service training.

Records for personnel will be maintained if the training managers and/or curriculum
developers are filling an "I" or "L" billet.
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Chapter 2.0 contains a description of the guidelines and procedures relevant to the
management of staff personnel within a training command. Many of these guidelines
and procedures are general in nature and should be further developed to address the
unique needs of individual commands.

In the pages that follow a matrix has been developed as a means to summarize the
information found in Chapter 2.0. The matrix also identifies who is typically responsible
for ensuring that the tasks are carried out in accordance with policy. In many cases, the
authority may be delegated by the CO; however, the CO is listed as the responsible
party on the matrix. Finally, the matrix lists the page or pages where the guidelines,
procedures or tasks may be found.

| RespoNsBiETY | PAGE

Ensure quarterly training in safety is received by all CISO 2-1-3
personnel.

Establish requirements for in-service training programs. CcoO 2-1-3
Ensure in-service training requirements are met. CISO 2-1-3
Develop in-service training material not unique to a CISO 2-1-3
course.

Monitor status of in-service training and prepare reports. CISO 2-1-3
Monitor status of instructor certification program and Course Manager 2-1-2

prepare reports.

Ensure personnel assigned from one category to Training Department 2-1-2
another complete the training requirements prior to CISO

assignment.

Ensure that all training managers complete the CO 2-21
command's in-service training for the specific

assignment.

Organizationally assign CISO to the DOT if appropriate. Cco 2-2-1
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command and course indoctrination as a part of the
certification process.

Ensure course supervisors complete formal training for Training Department 2-3-1
instructors and complete instructor certification CISO

requirements.

Ensure course supervisors for high/moderate-risk CO 2-3-2
courses are screened.

Ensure instructor evaluators complete the command's CISO 2-3-2
in-service training requirements prior to conducting

evaluations.

Ensure curriculum maintenance personnel complete the Course Manager 2-3-3
command's in-service training requirements for the CISO

position.

Ensure testing officers complete the command's in- Course Manager 2-3-4
service training requirements for the position. CISO

Ensure NITRAS/Student Affairs Coordinators complete CISO 2-3-6
in-service training requirements for the position.

Ensure formal training requirements are completed for (6{0) 2-4-2
all instructors.

Ensure that previous graduates of formal instructor co 2.4-3
training courses are not required to reattend the course.

Ensure instructors assigned to high/moderate-risk co 2-4-3
courses are screened.

Ensure instructors assigned to high/moderate-risk Training Department 2-4-4
courses complete the required certification process. CIsO

Develop certification plans for instructors. Course Manager 2-4-4
Ensure newly arriving instructor trainees attend CcoO 2-4-4
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Develop Core Unique Instructor Training for all high-risk CCMM 2-4-5

courses.

Approve Core Unique Instructor Training and Site CCA 2-4-5

Augment Plans.

Develop Site Augment Plans, as required, for high-risk Participating Sites 2-4-5

courses.

Submit Negative Augment Plan as required. Participating Sites 2-4-5

Ensure instructors are technically competent to teach Course Supervisor 2-4-6

new material.

Ensure that unsuitable instructors are reclassified. Training Department 2-4-8
CISO

Ensure curriculum managers complete the command's Training Department 2-5-1

in-service training requirements for the designated CISO 2-5-3

position.

Ensure instructor training requirements are documented | Training Department 2-8-1
and records are maintained.

2-9-3
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CHAPTER 3.0 STUDENT MANAGEMENT

L
INTRODUCTION

The student management process encompasses a wide variety of programs and met}hods.
Each of these is specifically designed to address an element in the student management
process. Types of programs or methods discussed in this chapter include:

B Student Pipeline Management.

B Student Recognition Program.

B Student Counseling.

B Remediation Program.

M Retesting Program.

@ Academic Review Boards.

B Student Record Keeping.

B Navy Military Training Program. -

B International Military Training Program.

B Class Scheduling Procedures.

Student Quota Management.
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SECTION 1.0 STUDENT PIPELINE MANAGEMENT

1.1 Introduction

Pipeline management involves the control and supervision of the movement or flow of
students through the training pipeline. All segments of the student pipeline must be
carefully monitored to provide accountability and to maintain an uninterrupted flow of
students. It is the responsibility of the individual training activities to provide this control
and supervision for that portion of the pipeline over which they have control. Pipeline
time is defined, as the total time required to train personnel once they are designated as
students. The following areas are included in pipeline time:

B Travel time to the training activity.

B In-processing at the training site.

N

B Time awaiting instruction.

B Time in actual training.

B Interruption of instruction time.

B Time awaiting transfer after graduation or termination of training.
B Time from transfer until reporting to the ultimate duty station.

In pipeline management, attention is focused on reducing in-processing time and the
time it takes a student to complete the training. Pipeline management is further
concerned with optimum class convenings, the sequencing of follow-on training, and the
timely processing of students when they are made available for further duty assignment.
The TOURS Annual Class Scheduler is a CNET sponsored tool that improves the
pipeline management process by optimizing class convenings and follow-on training
and will be used to develop all class schedules. The information that follows discusses
policies applicable for effective and efficient pipeline management.

Pipeline management data is a training quality indicator. Each area listed above except
travel time to the training activity and time from transfer until reporting to duty station will
be monitored by the training department and trends summarized by the CISO. Refer to
Chapter 5.0, Section 4.0, for additional guidance on training quality indicator reporting.

3-1-1
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1.2 Responsibilities in Pipeline Management

Student accountability is a key element in effectively managing a training pipeline.
NITRAS/STASS are the systems used to account for the student's pipeline time.
Because NITRAS is used during the budget process to determine the resources needed
to accomplish the training mission, the importance of an accurate NITRAS ldata base
cannot be overemphasized. The key to effective student accountability lies in a high
degree of coordination, communication, and follow-up action among NITRAS/student
affairs coordinators in individual schools, student control officers for the command, and
other student supporting departments. Commanding officers will designate a student
control officer who will be responsible for the interface and coordination of student
pipeline functions between component commands. Specific duties and responsibilities
of the student control officer are contained in Chapter 2.0, Section 3.6.

B Students will be gainfully employed when not enrolled in formal training.
However, strict accountability of the student's time in the pipeline precludes
utilization in support functions, course indoctrination, work details, etc., when
such duties delay entry into a class.

B Commanding officers shall maintain on-going liaison with external commands
such as medical commands, legal services, etc. to ensure students are released
from "hold" status and returned to training or transferred as expeditiously as
possible.

W Activities teaching enlisted "A" schools will provide a weekly message to
BUPERS, EPMAC and NAVRESPERSCEN (for TAR personnel), and CNET with
a list of all "A" school students who have graduated and are awaiting orders, who
will graduate within one week and have not received orders, non graduates who
have been reclassified and are awaiting orders and non-graduates who have not
been designated and are awaiting orders. If TAR personnel are involved, a
separate list will be provided.

B TOURS Annual Class Scheduler will be used to construct class convening
schedules to minimize not under instruction (NUI) time for follow-on training.
NITRAS coordinators or student control officers for activities that provide follow-
on training shall review the schedule of training to help develop optimum
schedules to minimize student pipeline delays between courses.

3-1-2
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1.3  Accelerated Training Program

Students with previous education or job experience may have the student pipeline
shortened. Accelerated training provides an opportunity for these students to accelerate
through the course. In courses where appropriate, accelerated training should be
instituted and screening methods in place to identify students for acceleration. Possible
methods for screening students for include:

B Analyzing the results of a pretest.
B Allowing student to request acceleration.
B Instructor may recommend acceleration.

The commanding officer assigned CCMM duties is responsible for determining which
courses will have accelerated training programs. Suggested factors to consider when
making this determination include: nature of the training (high/moderate-risk), class
scheduling (courses are available to accelerate the student into), number and types of
laboratory training (some labs require the complete student complement in order to
operate). The deciding factors are whether the student is capable of accelerating
through training, if the situation is conducive to acceleration, and it is cost effective.
When the course is multi-sited, all courses will have accelerated training programs or
request a waiver from the CCMM.

In an accelerated training program, the course supervisor should review the student's
qualifications, interview the student, and make a decision on the request for
acceleration. Boards may review the student's qualifications, interview the student and
make a decision on the request. Once acceleration begins, the student should be
allowed to continue as long as all tests are completed successfully. If the course is
completed through acceleration, the enroliment record shall indicate that the student is
a graduate of the course. Students accelerated through courses that contain skill-type
learning objectives must successfully complete the performance tests in addition to the
knowledge tests.

When a student is accelerated, the course supervisor is responsible for ensuring that a
Person Event Code (PEVT) is assigned in STASS.

Total number of accelerations for a course will be tracked and summarized as a training
quality indicator.

3-1-3
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Setback

The ideal is for a student to complete training in the time scheduled. A setback occurs
when a student is unable to complete the training in the designated time. Setbacks are
classified as either academic or non-academic and increase the student's pipeline.
Because setbacks are costly, they should be granted only after all other forms of
remediation have been exhausted and when there is an indication that a setback is in
the best interest of the Navy and student.

1.5

B Academic setbacks for “A” and “C” school students may be initially granted by

the course supervisor as a result of a preventative counseling session and only
after all means of remediation and retesting have been used with inadequate
results. Subsequent academic setbacks will occur only as a result of an ARB
recommendation. All decisions to academically setback a student from other
type courses, will be based on a decision by supervisory personnel above the
level of the immediate instructor. Schoolhouse administrative procedures that
result in automatic academic setbacks are not authorized. Students designated
as academic setbacks will be allowed to repeat only that portion of a course for
which they have failed to achieve the objective(s).

Non-academic setbacks may occur when the student is unable to complete the
material due to iliness or special circumstances outside the control of the course
or student. The decision to setback non-academically is a management
decision.

Training and course managers are responsible for evaluating the causes for
setbacks and taking action to lower this rate without lowering training standards.

When a student is setback, the course supervisor is responsible for ensuring that
the correct PEVT is assigned in STASS.

If a student in a high/moderate-risk course is setback due to a medical
problem, which may result in future problems while in training, procedures will be
in place to notify the instructor(s) of the medical problem.

Drop from Training/Attrition

Every effort will be made to help students succeed. However, there are times when the
student is clearly unsuited, unable and/or unwilling to complete the course. If this
occurs, the student is dropped from training.

3-1-4
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Students dropped from training may be classified as an academic drop, non-academic
drop, or disenroliment. Students who are discharged from the Navy will be classified as
attrites.

Academic drops or non-graduates occur when a student is unable to achieve
the learning objectives because of an academic problem, such as lack of
classroom ability or lack of laboratory ability. Decisions to academically drop an
"A" and "C" school student will be as a result of an ARB action. All decisions to
academically drop a student from other courses will be based on a decision by
supervisory personnel above the level of the immediate instructor.

Non-academic drops or non-graduates is based on administrative decisions
that are not a result of academic performance. Examples of non-academic drops
include administrative, disciplinary, motivational, medical, death, physical,
fraudulent enlistment, and convenience of the government. For some non-
academic drops, higher authority directs the action. For non-academic drops, the
convening of an ARB is not required.

Disenrollment is based on administrative decisions beyond the control of the
training activity that are a result of higher authority direction or pre-service
condition. Examples of disenroliment include cancellation of a class or course,
rating or program conversion, incomplete training as requested by member's
command or higher authority, inability to meet prerequisites (medical, physical,
academic, and/or security).

Attrition is defined as a loss to the Navy. Sailors who are disenrolled,
reclassified or reassigned are not considered attrites. A Sailor will be coded as
an attrite only after official notification is received to that effect.

When a student is dropped from training or attrited from the Navy, the
appropriate course manager is responsible for ensuring the correct PEVT code
and disposition selection are assigned in STASS. When the final disposition is
not known at the time of drop/disenroll, the "PENDING DISPOSITION" code will
be selected. Disposition codes are: 001, REASSIGNED/TRANSFERRED, 002,
DISCHARGED/SEPARATED, 003, RECLASSIFIED and 008 PENDING
DISPOSITION. The Student Control Officer is responsible for ensuring timely
update to the disposition codes when final dispositions become known.

3-1-5
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m As with setbacks, drop from training and attrition is costly. Every effort will be
made to maintain each as low as possible without lowering training standards.

B The CNET Schoolhouse Operations Division will monitor drop from training and
attrition trends, both academic and non-academic.

B Training and course managers are responsible for tracking and evaluating the
causes for drop from training and attrition from the Navy.

m If through the monitoring process the course manager determines that drop from
training or attrition is a problem, then a Training Analysis will be conducted by
designated course personnel.

B Appendix B contains a checklist that will help course managers evaluate the
possible causes for drop from training/attrition/setbacks. This checklist may be
used to pinpoint areas of within the specific course that may cause the rates to
increase. The training managers in CISO and the training department, the
commanding officer or CNET may also direct a training analysis.

m Total drop from training, attrition and setback rates for a course will be analyzed
and summarized as training quality indicators. Refer to Chapter 5.0, Section 4.0,
for additional information.

1.6 Time-to-Train

Time-to-Train (TTT) is the principal method used to calculate actual student mandays
expended in training. By understanding and applying the data from TTT, training
managers are able to determine if excess mandays are occurring and for what reasons.
TTT data is reported under the following categories:

®m Under Instruction (Ul) — the number of days a student has attended training
beyond including holidays and weekends.

B Not Under Instruction (NUI) — the number of days a student spends outside
formal classroom training due to:

> Awaiting Instruction (Al) — students placed in a "HOLD" status until
enrolled.

> Interrupted Instruction (Il) — students placed in a "HOLD" status when
training is interrupted or they are unable to attend class.
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> Awaiting Transfer (AT) — students placed in a "HOLD" status prior to
transfer.

CNET Schoolhouse Operations Division sets TTT specifications for "A" school pipelines
under their cognizance. These specifications are used to determine if graduates are
flowing through the pipeline within the specified time frame. Any mandays above the
specification are considered excess. CNET monitors TTT data monthly and compares
actual graduate mandays to the specifications for conformance. In general,
specifications are set as follows:

B The Ul specification is set at the published course length plus additional days for
setbacks and Monday holidays, depending on the length of the course. One
additional day is allowed for each 30-day increment of instruction. For example,
a 30 day course would be allowed one additional day, whereas a 40 day course
would allow two additional days.

B NUJ, includes Al, AT, and Il.
> Al specifications are based on the convening frequency and whether or
not additional screenings (medical, legal, security, etc.) are required
before a student begins class.

> AT specifications are set for the last course in the pipeline, based on
historical data, but will not exceed three days.

> Il specifications are based on historical data for the last two fiscal years.

B TTT specification will be used as a baseline or benchmark to assist the manager
in reporting trends in student flow within a training pipeline.

B CNET Schoolhouse Operations Division shall establish necessary procedures

and policies to facilitate appropriate oversight management and review of excess
mandays occurring in "A" schools under their purview.
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B It is the responsibility of the training and course managers to continuously
monitor the excess manday reports as provided by TTT specifications to ensure
that the most efficient and effective means are used to move students through
the training pipeline. Monitoring allows for early detection of variances and
provides the opportunity to isolate out-of-tolerance areas that require corrective
action. If a course is reported with excessive mandays beyond the specification
levels, training and course managers should first validate manday expenditures
at the lowest level of data reported and verify data entry.

B The tracking of students NUI in the TTT data is a training quality indicator.
Additional information on the training quality indicator report for supernumeraries
is provided in Chapter 5.0, Section 4.0.

1.7 NITRAS Student Reporting

Student Training Status — Managing the student pipeline means tracking students
from the day they report on board until the day they leave the training activity. The
status of a student when on board a training activity may be reported As: Awaiting
Instruction, Under Instruction, Interrupted Instruction, or Awaiting Transfer.

Person Event Codes (PEVTs) — indicate student status in STASS. Because NITRAS
and STASS data is used daily by higher level headquarters to make decisions, it is
imperative that all student data be entered as it is received. A complete list of PEVTs
and the explanation for each can be found in the PEVT Handbook available Nov 00.
Accurate assignment of the PEVTs is vital to effective pipeline management. Personnel
responsible for assigning and tracking the PEVTs should receive in-service training prior
to assignment of this duty.

1.8 Student Availability

“A” school students will be designated with their course completion rating immediately
upon classing up. This action requires close coordination with the student control officer
and the local PSD. For core and strand courses, students will be rated as soon as the
rate is determined. For courses with high drop rate in the early portion of the course,
students will be rated as the high drop point is passed. This action is designed to make
the student visible to both the detailer and the Distribution Planning and Programming
systems in order to ensure there are an adequate number of requisitions to generate
orders in a timely fashion.
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If students do not graduate, they must be undesignated before EPMAC can generate
orders. Orders for undesignated drops should be processed within five to eight days. If
EPMAC orders are delayed longer than this estimated time period, student control must
check with PSD to ensure the Sailor’s designation was removed prior to the making the
availability entry.

1.9 Student Reclassification
Student drops selected for reclassifications into an “A” school at the same UIC do NOT

require BUPERS orders. It is the responsibility of the training command to assess the
student's potential for success and enroll immediately in the selected “A” school.
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2.1 Introduction

Since student motivation is an important tool in an effective training program, training
managers should develop and implement a student recognition program. Some
awards within the program may be activity wide while others may be unique to the
individual courses. Commanding officers are responsible for determining the need for
and the types of programs for student recognition. The following is a Ilst of programs
that may be used to enhance student motivation.

2.2 Activity Wide Programs

B Student of the Quarter

>

This type of program should be used to recognize not only the student
that excels in academic performance, but also one who excels in all areas
of military performance.

Activities may desire to differentiate between USN and USMC students or
between "A" school students and other students if both are located at the
same actlwty

The training managers are responsible for establishing the criteria used to
evaluate the candidates and communicating these requirements to all
students. The course managers and instructors are responsible for
nominating students for this award.

Awards may include picture in the paper, designated parking areas, etc.
This program may also be implemented on a weekly or monthly basis.

| Activity Honor Roll

>

>

This type of award should be used for academic performance only.

Students with the highest grades shouid be recognized by the activity on
a scheduled basis.

3-2-1
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2.3 Course Unique Programs

B Individual Performance

>

As with the honor roll and the student of the quarter, course managers
may also establish similar programs specific to their individual courses.

Awards should be limited as to what the course managers are allowed to
do within their activity's policies.

B Improved Performance

>

While awarding individual performance is important, it often reaches only
a small portion of the student population. Many times the student
recognized would have been motivated without the program. Improved
performance awards recognize students for something other than highest
course average.

The student, for example, who progressively improves performance and
attitude may deserve recognition for the improvements.

B Group Performance

»

Some courses require students to work as teams. When this is done, the
group should be recognized for outstanding performance.

3-2-2
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Preventive counseling will be instituted in "A" and "C" schools and should include both
counseling for performance and personal problems.

Preventive counseling is designed to provide help solve a problem before it
results in reduced leaming capacity or course failure.

One of the options of preventive counseling is to recommend mandatory
remediation and in some cases, an initial academic setback for the student who
is having difficulty achieving the objectives. Course supervisors have the
authority to approve an initial academic setback if deemed necessary from a
counseling session with the student. An Academic Review Board (ARB) must
approve subsequent academic setbacks. Refer to Chapter 3.0, Section 6.0 for
ARB policy and procedures.

It is the duty of all staff members to be aware of their roles and responsibilities as
counselors. Refer to Chapter 2.0, Section 4.0, for a list of duties, responsibilities,
and training requirements.

Preventive counseling requires the early identification of personal or
performance problems and the instructor's awareness of available resources.

During the student's training, the instructor should be PROACTIVE in the
identification of student problems. Every effort should be made to:

> Review Armed Services Vocational Aptitude Battery (ASVAB) test scores.
> Review records for previous training difficulties.

> Determine level of prerequisite knowledge and evaluate the student’s
ability in note taking, study habits and testing skills.

As the course progresses, performance counseling may be required in order to
prevent failure. The instructor must be aware of such things as:

> Inconsistent study habits
» Poor performance on tests

» Declining grades
3-3-1
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> Lack of motivation

> Inappropriate conduct (i.e. sleeping in class, excessive tardiness, failure
to complete assignments, and lack of attention to classroom or lab
activities.)

B Each training activity shall establish guidelines for the identification and
resolution of students' difficulties.

B The other aspect of preventive counseling is the counseling of personal
problems that impair the student's ability to concentrate on the job of learning.

B When a personal problem is suspected, the instructor should:
> Talk to the student in an effort to identify the specifics of the problem.

> If unable to assist the student, refer to another agency via the chain of

o . o 2

COUlnnal ld.
> Follow-up on the student's status.

B [nstructors are not trained to counsel students on serious personal problems.
Problems of a serious nature should be referred to special counseling programs
such as: Navy Chaplain, Family Serviced, Drug/Alcohol Counselors, Red Cross
or Navy Relief.

B In any type of counseling situation, instructors must establish an atmosphere that
encourages the student to seek out help when problems occur.

B The instructor must make the students aware of the proper chain of command
wnen seeking assistance to their probiems.

B Instructors should conduct counseling sessions with the students as soon as
problems or potential problems occur. Often students will respond favorably to
an encouraging word or a clarification of training materials.

® Each counseling session will be recorded in the student's record. The student
record will be discussed at the end of this chapter.
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Remediation is used to aid students in achieving the objectives by providing additional
instructional study time. The primary goal of remediation is to motivate and assist
students in achieving the critical course objectives. A second goal of remediation is to
remove barriers to learning. Because students are different, it may be necessary to
use several different methods of remediation to realize the most effective results.

The following guudellnes apply to the development and implementation of a remediation
program.

B Remediation shall not be used for disciplinary purposes.

B Remediation will be used to motivate and assist the student in the leaming
process.

B Instructors, trained and certified in the subject matter, will be made available to
the students during remediation.

B Remediation may be voluntary or mandatory.
6 + 2 Program

6+2 is a methodology designed to improve the leamning process by dividing the
instructional day into a 6-hour block of instruction and a 2-hour block for enhanced
learing and remediation. This concept is based on research that indicates students
learn better in the moming while they are more rested and alert. This learning takes
place during the 6-hour block of group-paced instruction. The +2 contains proactive
interventions for at-risk students and occurs immediately after lunch when more school
resources are available to provide the assistance the student needs. Benefits of 6+2
include:

B Reductions in numbers of attrites, students dropped from training, for both
academic and non-academic causes.

M Reductions in the number of Academic Review Boards.
8 Increase in test scores.

B Reduction in setback rates.
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NAVEDTRA 135B

CHAPTER 3.0 STUDENT MANAGEMENT
SECTION 4.0 REMEDIATION PROGRAMS

POLICY

All practical efforts will be made to improve the training provided in the school. Military
readiness, sustainability, course objectives and safety will not be compromised.

W Course Master Schedules will be developed for an 8-hour instructional day in
accordance with CNETINST 5310.4D. New or revised courses will be validated
using a standard 8-hour instructional day to determine instructor and equipment
requirements.

B For courses using 6+2 where military instructors are utilized, a separate master
schedule identifying the compressed schedules in not required. Each course
may develop on in-house schedule for the +2 time, which may vary from one
class to the next. Military instructors shall be made available in sufficient
numbers to cover all the enhanced leaming objectives.

B For courses taught by contract instructors, a compressed master schedule will
be developed and included in the statement of work (SOW).

B Commanding Officers will implement 6+2 in all courses deemed appropriate and
ensure written, course-specific guidance on management and implementation of
the enhanced learning options is provided for all courses using 6+2.

® Commanding Officers will assess the effectiveness of 6+2.

® Commanding Officers will ensure the program requirements are fully explained
in the SOW.

Restructuring the Lesson Components Under 6+2

In the standard 8-hour training day, each topic consists of objectives, discussion points,
examples, reinforcement, questions and answers, and tests. It may also have a
performance element, which is practiced in the lab. During validation the number of
examples, reinforcement and length of the practice sessions are determined. The
number of examples, number and type of reinforcing “sea stories” and the amount of
time devoted to questions and answers are determined by what the majority of students
require to achieve the objectives.
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The length of the lab is also a function of the amount of time the majority of students
required to complete the job sheets. The topic elements may be in one or more lesson
topics when the course is actually sequenced. All students are given all examples, all
reinforcement and the same length of time to complete the job sheets.

In the 6+2 training day, the course is compressed but the topics are restructured.
Topics still contain the same objectives, discussion points and tests. The difference is
in the number of examples and reinforcements and the time allocated for questions and
answers. The number is adjusted to the requirements of the upper portion of the class
vice the middle of the class. The length of time scheduled for the lab may also be
reduced. All students are given this condensed level of coverage. The instructional
time saved between the original lesson and the compressed is shifted to the +2 portion
of the day. Examples, reinforcement, and extended periods for questions and answers
are provided only to those students who require the additional assistance. Sometimes
this requires breaking the discussion points down into smaller segments or pointing out
relationships between points which might otherwise be assumed to be obvious.
Additional time might be required to complete the lab or additional practice required to
reach proficiency. :

Factors Impacting Implementation of Compressed Schedules

There are several advantages to restructuring the instructional day to include a 6-hour
block and a 2-hour reinforcement block. -

W Students who are able to learn the material with limited numbers of examples
and reinforcement are able to take care of personal business, required
appointments, study and complete enrichment materials. These same students
report being less bored and more satisfied with the course and acknowledge
they must study to maintain the progress in the course.

B Students who require more examples or reinforcement are able to obtain this in
a more individualized environment, which is responsive to their individual needs.
The students are still able to take care of personal business and required
appointments.

ourses will not be converted from the standard 8-hour instructional day to the
compressed 6+2 schedule without careful analysis of all factors which may
impact or be impacted by the change in the schedule. Some of these factors are
under the control of the commanding officer.

B Course factors which should be considered before deciding to implement 6+2
include the following:
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»

To maximize the benefits of 6+2, the 6-hour block of training should NOT
be interrupted with long breaks such as meal breaks. Activities may elect
to start the instruction early in the morning. This may cause a shift in the
instructor’'s work hours. If management cannot accommodate this shift,
compression may not be appropriate. Without this accommeodation, the
instructor’s workday increases by several hours which causes increased
instructor dissatisfaction and may impact the ability of the instructors to
provide the student the level of assistance required.

Courses undergoing a revision should not be considered for conversion to
the 6+2 schedule until after the revised course has been validated under
the 8-hour schedule.

Courses, which are less than 80 hours generally, should not be
compressed. The reason a course is compressed is to provide the
opportunity for remedial instruction. Courses less than 80 hours often do
not have more than one examination occurring at or near the end of the
course. These courses generally do not experience high drop from
training, attrition or setback rates.

Courses with few numbers of non-graduates and low setback rates are
not good candidates for 6+2. It is the potential savings generated by
reducing these rates which offset the cost of developing alternative
learning options. Exceptions to this generally are courses where student
populations have vast differences in experience or skill levels. In such a
situation, the +2 period can be used to compensate for these differences.

Contract instructors are teaching compressed courses where the work
required is clearly delineated in the SOW. Converting courses to a
compressed schedule after the contract has been awarded will require a
modification to the contract and must be coordinated with the Contracting
Officer's Representative (COR). Such changes may result in increased
contracting costs, which must be approved prior to implementation.

Courses being administered under the Homeport training (HPT) initiative
should not be considered candidates for 6+2.

Lab sessions can be compressed but not as easily as classroom topics.

The type of lab and availability of lab equipment will determine if the lab
can be compressed.
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>

If an entire class can work simultaneously on individual pieces of
equipment, the laboratory session may be a candidate for compression. In
this situation the student who does not complete the laboratory job sheet
could return for the +2 session to complete any unfinished steps. The lab
should not be compressed to the point that the majority of students are
unable to complete the job shest in the allotted time.

If students must function as a team, the laboratory session may not be a
candidate for compression. If students can perform their functions without
the input from other students, then compression may be possible as
students who do not complete all their job steps can stay for the +2
session. Students may volunteer to fill the other positions during the +2
session allowing the instructor to concentrate on the at-risk student.

When instructors, classrooms, lab or equipment are cross-utilized, it may
be difficult to compress a course. Compressing both courses may not
alleviate the difficulty. Differences in the length of time assigned to topics
and the unscheduled nature of breaks under a compressed schedule may
mean instructors are not available at the point at which they are required
in the second course.

If the course is heavily dependent on guest speakers, who are difficult to
schedule or present topics, which vary in length from class to class, it may
be difficult to compress the topic or course. The exception is when the
guest speakers can be concentrated in a few segments. In this situation,
a compressed schedule can be followed for the other portions of the
course and a standard 8-hour schedule followed when a guest speaker is
scheduled.

B Non-course factors, which may impact the ability to compress or affect the
efficiency of the compressed schedule usually, involve support services.
Sometimes the support agency may not be able to adjust procedures or hours of
operation to accommodate the compressed schedule. Examples of non-course
factors include:

>

Messing facilities are often set up under the assumption of staggered
release times for students. The facilities cannot accommodate a major
shift in the number of students to be served at any one time. The hours of
operation at training activities are usually established around the standard
earlier class starts and may require rescheduling or increasing staff.
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>

Medical and dental moming appointments have traditionally been set
aside for staff and student personnel. Revising this procedure to
accommodate a shift in a small portion of the population may not be an
efficient use of the medical and dental staff.

Personnel Support Detachments (PSD) can usually absorb a small shift in
the student population but coordination is required to ensure adequate
services are provided.

Dase wansporauon is usuaily more or an ISsue Tor Tieet SChools wnere the
student may be coming from a ship to attend the course. In some
locations, base transportation does not operate 24-hours a day. The
operational hours may start later than the proposed course start time.
The route may also drop students off at the school later than desired.
Depending on the population supported, changes might not be possible in
either routes or schedule.

Day care is usually an issue for staff. This may be a contributing factor to
instructor dissatisfaction and requires resolution before implementing 6+2.

Physical condition program facilities may become an issue when the
conditioning programs must be adjusted to accommodate extremes in
weather. Changing the hours of operation or rescheduling special use
periods for student PT may impact staff and other users.

Guidelines for Determining +2 Ratios for Contract Taught Courses

LRCs are used extensively during the +2 time. If contract instructors man the LRC, the
manning must be included in the instructor ratio. The typical ratic for the LRC is 15:1.
If the LRC is manned by military personnel or by a separate contract, the manning will
not be included in the instructor ratio.

Al INe peginning or e course or INSIruction, Prior to the 1rst test, INSructors snouia
evaluate the student. This is accomplished through diagnostics such as pretests,
review of quizzes and homework assignments, counseling, and mentoring. This time
may also be used for command and course familiarization, how to study, how to take
notes, etc. Instructor ratios should reflect the optimum classroom ratio.
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When the majority of the training provided during the 6-hour day is classroom, the ratio -
should provide for two instructors during the +2 time. This does not include LRC
requirements but will provide instructors for tutoring and seminars. For example, if the
ciass size is 24, the +2 ratio shouid be 12:1.

When the majority of the training provided during the 6-hour day is lab, the ratio should
provide one instructor for seminars and tutoring and two instructors for the lab. This
does not include LRC requirements. For example, if the class size is 24, the ratio
should be 8:1.

It is the responsibility of the Commanding Officer to ensure that the +2 time is used
effectively. If students achieve the objectives with minor participation in the +2 time, it
may be more appropriate to convert back to the 8-hour day.

Refer to Appendix C for additional information and guidelines on voluntary remediation,
mandatory remediation and 6+2, as well as guidelines for implementation.
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In addition to the remediation policies, retesting procedures must also be established.
Normally, these procedures are contained as a part of the remediation program. As
with remediation, retesting procedures are also affected by criticality of the objectives.
The following guidelines apply to the retesting of students.

B The student fails to meet the minimum passing grade for the test as a whole. The
student may be retested on the portion of the test failed or on the entire test.
.This decision should be based on the degree of the test failure and the student's
performance on the objectives.

> If the student passed the material retested, the grade assigned will be the
minimum passing grade for the test.

> This policy applies whether the student is retested on the entire test or the
portion of the test failed.

® The student meets the minimum passing grade for the test but fails to accomplish

the critical objective(s). The student is retested only on the objective(s) failed.
In this instance, the student will retain the original test grade. Performance
tests may provide an exception to this rule. If the performance cannot be
measured by retesting only the failed objectives, a complete retest may be
administered.

B The student meets the minimum passing grade for the test but fails an objective,

either critical or noncritical, to the degree that it is clear the student does not
understand the objective. The student will be retested only on the objective

failed and will retain the original test grade.

Retesting will occur as soon as possible after remediation. Prolonging the completion of
remediation and retesting may cause the student unnecessary difficulties with the new
lesson material. Retesting may take the form of a written retest or an oral retest. The
decision is based on the individual situation and is at the discretion of the course
supervisor.

When a test falls on the last day of training, and remediation is not possible, students
will be administered a retest of the material either orally or by written exam. If the test is
failed, the “A” or “C” school student will be referred to an ARB. For all other types of
courses, supervisory personnel above the immediate instructor will make the
recommendation to attrite, setback or graduate the student.
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® [fitis determined that the student has failed to achieve the course objectives, the
student will not be given credit for completion of the course and will be
considered an academic drop.

B If the student passes the course objectives, the student will be considered a
graduate. The training managers must ensure that there are methods in place to
determine if the student has passed the course objectives.

W pocumentation must bé made In the service record indicating the student either
attended training and did not graduate or did graduate. Guidelines for both
circumstances will be detailed in the testing plan for the course.

Commanding officers of all training activities are responsible for the development of

procedures for voluntary and mandatory remediation and retesting. All remediation and
retesting procedures will be described in the testing plan for the course.
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Introduction

The Academic Review Board (ARB) process provides for formalized procedures in
handling non-disciplinary problems related to a student's academic progress. The ARB
is an integral part of the student-counseling program. It is based upon the philosophy
that decisions conceming a student's drop from training are better arrived at by a
group acting together as a board rather than by an individuai acting aione. -

6.2

Policy

ARBs will be established at all training activities, which conduct Class "A" or
Class "C" school training.

Training activities that provide the other types of training will establish ARBs as
directed by the commanding officer.

ARBs will be convened when all other means of academic counseling,
remediation and an initial academic setback have failed to improve student
performance. The initial academic setback may result from an academic
counseiing session and be directed by the course supervisorfiead instructor.

Additional academic setbacks must be directed by the ARB. Examples of when
an ARB may be necessary include the following:

> Students course averagé falls below the minimum passing grade.

> Student is unable to achieve the objectives after counseling, remediation,
retesting and an initial academic setback.

> Student's performance is below the expected academic progress.

> Student fails to achieve the objectives after an academic setback on those
same objectives.

Students will continue with class until an ARB decision has been made.

All students enrolled in Class "A" and "C" schools will be academically dropped
from training only as a result of an ARB recommendation.
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® Administrative procedures that result in “automatic® drops or setback are not
authorized. If an ARB is convened due to test failure, the student will be
remediated and retested on failed material prior to the convening of an ARB.

m Possible ARB decisions include:

>

Continue with class (CWC) - allows a continuation of training in the
present class with or without remediation.

A CWC recommendation requires that the test records and the
interview show clear evidence that the student can pass the course
if allowed to continue.

The ARB should decide if remediation is necessary for the student
to continue and set the remediation requirement.

~ The remediation requirement should identify specific areas of study

and indicate the time the student is to stay in the remediation
program.

Setback- allows an extension of training with or without remediation.

When the ARB recommends a setback, the records should indicate
the student is motivated to remain in training. The test scores and
interviews should indicate an ability to achieve the objectives after
repeating the portion of the training that was failed. Students will
be setback only over the material they have failed. Exceptions will
be noted in the Testing Plan.

If remediation can be achieved in any way other than setback, it
shall be considered first.

Drop from training - results in a recommendation for disposition.

When recommending a drop from training, the student must
demonstrate unwillingness or inability to continue the training.

Attention should be given to the student's desire and eligibility for
reclassification when the board makes the decision to recommend
drop from training.
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—  All ARB recommendations for reclassification or attrite must be
forwarded to the Commanding Officer for final approval.

® All ARB récommendations for international military students will be referred to
the International Military Student Manager.

6.3 Procedures

Standardized procedures for conducting ARBs are essential to protect individual rights
of privacy and fundamental fairmess, to ensure that accurate and complete records are
kept, and to ensure that the best decisions concerning a student's academic progress
in a training program are made.

B The goals of an ARB include:

> Help students solve problems that may prevent successful completion of
training.

> Determine which students are able to complete training.

> Determine which students are unable and or unwilling to complete
training.

> Make recommendations concemning their findings.
B ARB is a group action, the following composition and structure is required.
> All ARBs will be composed of a chairman and at least two additional
members. All persons serving on the ARB will be required to reach a

consensus on the board's recommendation.

> The chairfnan will appoint one of the members to serve as recorder. The
recorder will be responsible for completing the necessary paperwork.

> For "A" school students, Navy Military Training personnel will be notified
prior to convening the ARB for the purpose of providing input to the board.
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»

Other ARB members may be chosen from instructional personnel. This
includes officer and enlisted instructional/supervisory personnel,
classroom and laboratory instructors, and instructional/training specialists.

At least one member must be a certified instructor in the area in which the
student is having difficulty.

Supervisory personnel who have command designated authority for
approval/disapproval of ARB recommendations may not sit as members
of the ARB.

Membership need not be permanent, but all members must meet the
following qualifications:

— Understand the NITRAS disposition codes and reporting
procedures.

—  Understand the activity's policy for drop from training, attrition and
pipeline management.

— Receive training in counseling, NITRAS student tracking and the
purpose, policy, and procedures of an ARB.

@ Duties of an AKEB inciude:

>

>

Review information contained in the student's performance records prior
to the ARB. (i.e. ASVAB scores, course test records, counseling sheets,
previous Navy training records and Navy Military Training records.)
Conduct an ARB interview with the student.

Make recommendations for disposition and any necessary corrective
action based on group consensus.

Complete the required paperwork.

B When conducting an ARB, the following procedures will be adhered to:

>

All procedures will be conducted with respect for the privacy of the
students.
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»

Whiie the ARB is a serious, official board, the members shaii exnibit a
presence that is cordial and supportive.

All participants will be seated and the proceedings will be conducted in a
open and professional manner. The board chairman will explain to the

student that the board has been convened to help the student determine
why the student is having difficulty. Once the cause has been identified,

the board and the student, working together, will develop a plan for
success.

The chairman will also inform the student that he/she has the right and
duty to speak.

Before a decision concemning the student can be made, the ARB should
review records and interview the student to find such information as: area
of difficulty, type and result of remediation applied, student attitude and
personnel problems.

To avoid excessive note taking by the recorder, the student may provide
written responses to typical questions asked during an ARB (e.g., Why
are you having difficulty? Where are you having problems? Are there any
personal problems that are preventing you from deing your job? Do you
want to remain in this course?) prior to convening the board. The board
may then discuss these with the student. The board, however, is not
limited to just these questions.

In addition to questions of a personal naturse, the board should assess the
student's academic performance by asking questions specifically related
to the course material. Since the board is tasked with looking at
academic issues, it is important to know just how much difficulty the
student is having and where that difficulty is occurring. Test scores do not
always indicate the student's level of expertise.
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> | The chairman will make clear to the student what the recommendation is,
what consequences may result from the approval of that
recommendation, and what actions are expected of the student.

> The student will be given the opportunity to make a written statement. If

the student does not wish to make a written statement, then the student
will sign a statement to that effect.

B When an ARB is convened, all proceedings will be documented. Documentation
will include an Academic Review Board Record and, if appropriate, a Student
Drop Record. The ARB Record is a locally developed form that contains the
following minimum information:
>  Student data (name, rate, SSN).

> Course data.

> Board action data (CWC with/without remediation, setback, drop from
training).

Signatures of board members.

A4

> Final action taken with signature of authority.

> Title and date of final approving officer.

> Student signature line.

The Student Drop Record is a locally developed form used by both the course
and student control to record student information and track the disposition of the
student. When a student is being dropped from training, a Student Drop Record
will be completed. Both the course manager and the student control officer are
responsible for completing the required information of the Student Drop Record.

B The following information on the Student Drop Record will be completed at the
course or department level.

> Student data (name, rate, SSN, type of student [USN, USMC, etc]).
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» - Course data (titie, CiN, CDP, ciass number, date convened, date dropped
[last day in class], total time in training in calendar days).

» If previously setback, original class number, date convened, total number
of setback (list academic and non-academic separately, weeks lost due to
academic setback, class standing and final course grade.

> Drop code.

> Signature and date of approving authority. The elapsed time from the
' date of the ARB to the date the disenroiiment is approved on the Student
Drop Record should be the next working day.

Once a student has been drobped from training, the Student Drop Record will be
forwarded to student control. Student Control will ensure the following:

B Student dropped from training for academic reasons are reclassified
expeditiously. The student will report to the classifier on the date of
.disenroliment. The classifier will document on the Student Drop Record, the
date the individual reported for the interview and the date reclassification was
completed. The classifier will retain a copy of the Student Drop Record. The
elapsed time from the date the individual reports to the classifier to the date
reclassification is completed should be the next working day.

® Individuals recommended for assignment to general detail, during classification
reinterview, will be made available for transfer orders on that date. Document
the date drop information was forwarded to the PERSUPPDET for availability
submission to indicate the timeliness of the audit trail.

B Individuals who do not require a classification reinterview will be made available
for general detail on the date of disenroliment. Document the date drop
information is forwarded to the PERSUPPDET for availability submission to
indicate the timeliness of the audit trail.

B Reports of non-completion of required training and requests to modify orders for
personnel previously ordered to an ultimate assignment shall be forwarded to
the detailers/assignment control authority on the date disenrolled. VWhen
applicable, submit rating conversion requests to BUPERS on the date
disenrolled. Retain copies of modifications and rating conversion requests with
the Student Drop Record.
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B Student Control Officers will advise the PERSUPPDET of disciplinary or medical
drops upon occurrence to allow for timely submission of accounting category
code changes. Immediately upon completion of disciplinary action, refer these
personnel to the PERSUPPDET for availability processing. Student Control
Officers will track personnel, dropped or held for medical reasons, to ensure
timely completion of medical board process or return to full duty.
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7.1 Introduction

Student records serve as a basis for training management decisions, historical
reference, and inspections and audits. All records will be retained by the training
activity for at least two years and are subject to review during Mission Capability
Assessments (MCAs).

Specific content of a student record and the procedures for maintaining those records
will vary between training activities due to the type of training provided and the method
used to store the records. "A" school courses for example, may require different
student information than "F" school courses. Method of storage may vary based on the
ADP equipment and software programs available to a command.

The intent of the following is to standardize the general information contained in the
student records. For this purpose, all records will contain background data and student
progress data appropriate to the type of training provided.

B Background data is normally available in the student's service record and
includes: student name, age, Social Security Number, highest educational
level attained, ASVAB scores and test version, list of technical schools
previously completed.

B Student progress data may include test scores, acceleration data,
‘remediation data, setback data, counseling data, Academic Review Board
actions, disenroliment disposition, and graduation date/drop date.

B This information may be used to assess the needs of individual students by
identifying students for possible advanced placement, assisting instructional
personnel in solving individual learning problems, and determining if course
prerequisites have been met.

B |f students do not meet course prerequisites, a message will be forwarded to the
losing command and CNET describing the reason the student did not meet the
prerequisite.
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7.2 Personal Information Safeguards

Access to a student record is restricted to the student, those who maintain student
records and those who are directly involved with the student's training or evaluation. A
record may be disclosed to other DOD personnel, who have a need for the record in
the performance of their duties, provided this use is compatible with the purpose for
which the record is maintained. It is the responsibility of all personnel with access to a

student record to prevent the unauthorized disclosure of personal information contained
within it.

All required data will be recorded in the individual's service record upon completion of
training, transfer, or discharge. All student enroliment and progress records may be
disposed of after two years provided the information has been recorded as required in
the service record. Student test answer sheets will be destroyed when they have been
graded and grades have been recorded on the student's official progress records and
all data for test analysis has been recorded.
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8.1 Introduction

Training activities in NAVEDTRACOM are centers of professional and technical
excellence within the Navy. They also serve as model institutions in terms of
maintaining high military and fitness standards. These activities are required to
motivate and prepare accession pipeline personnel for duty in the fleet. In addition to
providing a quality learning experience, these schools must serve as a role model
emulating the highest Navy standards.

The responsibility of the training activity then is to provide technical, military and
motivational training to the students. The term used to describe the military and
motivational training program for "A" school students is Navy Military Training (NMT). It
is the responsibility of the commanding officers to insure that the following actions are
carried out in all NAVEDTRACOM training activities conducting class "A", "C” school
and apprentice training.

8.2 Actions

B Military and motivational training will be given equal emphasis with technical
training.

B Early identification of students with learning problems and establishment of
remediation programs is vital to the successful completion of training

B Staff and students will maintain the highest standards of appearance and
courtesy.

B Students and staff will participate in a regularly scheduled physical-conditioning
program.

B High standards of order and cleanliness in billeting facilities will be enforced
through periodic inspections. Activities that do not exercise direct control of
student billeting facilities will coordinate with host activities to ensure billeting
requirements are met. Should difficulties arise, report to CNET, via the functional
commander, for resolution.

B An environment conducive to study will be maintained in billeting facilities.

B Students will march to class at the discretion of the commanding officer.
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Periodic personnel inspections will be conducted.
Students will be assigned meaningful watch duties.

Students will receive the formal Navy Military Training (NMT). This training will
be conducted outside normal classroom hours and will not serve as a basis for
increasing course length. Courses which are too short to allow adequate time for
completion of the training will have the syllabus tailored by the CO.

A formal student chain of command will be established through which student
activities will be administered.

Fleet returnees should be used to provide influence and guidance to other
students as necessary.

> NMT instructors should brief the incoming fleet returnee as to the
influence he/she may have over the other students.

> It is important that this influence be positive.
> Maximum use of fleet returnees to assist in supervisory roles is
encouraged.

> Proper use of fleet returnees will serve to reinforce the training objectives
and enhance their self-esteem and motivation.

For detailed information and policy on NMT, refer to CNETINST 1540.20 (series).
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The Security Assistance Training Program (SATP) consists of U.S. military training
assistance to eligible countries under International Military Education and Training
(IMET) and Foreign Military Sales (FMS). Its objectives include:

B Develop skills needed for effective operation and maintenance of equipment
acquired by foreign countries from the United States.

B Promote U.S. military rapport with armed forces of foreign countries.

B Promote better understanding of the United States, its people, political
institutions, and way of life.

B Increase intemational military students' awareness of U.S. commitment to the
basic principles of internationally recognized human rights.

SECNAVINST 4950.4, Joint Secunty Assistance Trammg Regulation (JSAD
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and training of international military students in Department of the Navy courses.

CNETINST 4950.2 (senies), Dol information Program (iP) for international Military
Training Under the Security Assistance Program, contains guidance specific to
NAVEDTRACOM activities.

CNET serves as the U.S. Navy systems command for secunty assnstance trannmg

B CNET conducts formal schools training for the mternatlonal military students in
NAVEDTRACOM schools.

B CNET provides military technical training as required when tasked by competent
authority.

B CNET ensures that all commands appoint an International Military Student
Omicer (IMSQO).

> The IMSO monitors and coordinates activities for inter-national military
students' training, including implementation of the IP.

3-9-1



NAVEDTRA 135B

CHAPTER 3.0 STUDENT MANAGEMENT
SECTION 9.0 INTERNATIONAL MILITARY TRAINING PROGRAM

@ EXxecutes, operates, and administers designated portions of the SATP through
the Commanding Officer, Naval Education and Training Secunty Assistance
Field Activity (NETSAFA).

B Training activities will fulfill the responsibility of the United States to international
military students undergoing training.

> They are expected to treat intemational mnlltary students with traditional
' American courtesies.

» They are responsible tor teaching a particular skiil.
> They are also responsible for fostering friendly relations with the countries
represented by a genuine display of hospitality, interest in their welfare,

and personal assistance.

> Beyond this, a basic rule requires that international military students be
treated, so far as possible, like their U.S. counterparts.

B Questions regarding foreign training should be referred to the activity's IMSO or
NETSAFA.
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Class schedules are based on training requirements and are a critical element in
training the right quantity of personnel at the right time as well as maintaining an
acceptable level of awaiting instruction (Al) and awaiting transfer (AT) time. CNET has
established Scheduling Support Offices (SSO) to ensure consistency in the preparation
of class schedules, timely submission of class schedules and accuracy of the data.
SSOs are located at CNET, NTC Great Lakes and Santa Barbara, CA.

Annually, CNO N132 forwards training requirements for Personalized Recruiting
for Immediate or Delayed Enlistment (PRIDE) courses and NEC-awarding
courses to CNET and other Training Agents. Training requirements are a
combination of back door requirements and total attrition (non graduates and
attrites). Feasibility studies are then conducted by the training agent in
conjunction with input from the training command. These studies are designed to
compare the training requirement with the activity’s capacity (based upon
equipment, space and personnel availability). The final product becomes the FY
training plan, which is recorded in NITRAS.

CNO N132 also forwards the training requirements for selected reserves
(SELRES), other services (USMC, USA, USAF), international military students,
and authorized civilians.

FY USN training plans for courses other than PRIDE or NEC-awarding courses
are based on historical utilization and known Type Commander requirements.

Annual class schedules are input to NITRAS based on the finalized FY training
plan approved by the Training Agent. The SSO is responsible for the preparation
and input of the class schedules. The SSO works directly with the training
commands to ensure timely and accurate submission of all class schedules.
After class schedules are input, quotas can then be computed, automatically
spread into the classes, or entered manually into each class.

Class scheduling procedures can have a tremendous effect on student
management. BUPERS and COMNAVCRUITCOM begin making PRIDE
detailing commitments 18 months in advance of the execution year and "C"
school detailing commitments 9 months in advance of the execution year. If
schedules are late or changes are made, this plan will be disrupted.
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m Timely, accurate, stable scheduling for PRIDE courses is especially important
since specific commitments are made to individuals during the recruiting process.

B When preparing class schedules the following factors should be considered:

>

Annual planning data for the appropriate fiscal year will be used as the
determining factor for the number of classes to schedule.

Training Agent or other authorized NITRAS user may adjust the COURSE
LENGTH field in NITRAS only if curriculum changes necessitate the
adjustment. Also, in the capacity area the location course length can be
entered by authorized NITRAS users to indicate a specific location requires a
different course length from that approved by the curriculum. This location
duration must be defined by its defining attribute — Personnel, Equipment or
Space.

Courses which schedule double- or triple-shifted classes will reflect the same
convene and graduation date for each class. The same class number or
sequence identifier can be used for these types of classes; however a
different section identifier must be input to identify each shift or section.

During the initial development of annual class schedules, National holidays
will not be scheduled as convening dates or as days of training. For example,
a 5-day course where a holiday occurs, will be extended to reflect 5 full days
of instruction in the class schedule. Graduation will always occur on a normal
training day.

During the execution of the class schedule where holidays or any other event
that impacts the expeditious movement of Sailors through the training pipeline
occurs, the training activity may extend the number of daily training hours to
compensate. Decompression of training, however, is not authorized.
Graduations that coincide with the December/January holiday leave period
may be accelerated provided there is no degradation of training.

National holidays falling on Saturday or Sunday are observed on the
preceding Friday and following Monday, respectively.
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g

The Friday following Thanksgiving is a normal training day for scheduling
purposes.

State and/or local holidays will not be observed unless extensive associated
civic functions would seriously hamper execution of the training mission.

The Navy and Marine Corps “birthdays” are normal training days.

Class schedules will be prepared, whenever possible, to provide optimum
class scheduling of associated or follow-on courses in order to minimize
awaiting instruction time.

For "A" schools, adequate classes should be convened during the surge
period to manage student flow and keep Al at a minimum. If convening
adequate classes to manage the surge results in the need for additional
resources, the SSO will provide information to CNET for resolution. Training
commands are required to have a current Surge Management Plan. This
plan outlines potential actions to be taken in the event students arrive for
training in greater numbers than were planned.

Complete FY class schedules must be submitted. Class additions, changes
or deletions should be submitted only if they can be processed and
published in NITRAS prior to the detailing procedures. All requests for
changes to a class schedule will be coordinated with CNET SHOP. SHOP
will work with BUPERS and CNRC to determine if the change is possible. A
change to the graduation date of a class already in progress should not be
submitted as a change to NITRAS. Rather, a change in graduation date
should be entered for those students via STASS process.

Class schedules shall be submitted annually when specifically requested by
CNET message. As a result of annual feasibility studies, updated student
input plans are not entered into NITRAS until just prior to calling for the
schedules. Therefore, do not submit schedules prior to the call.

B NITRAS updates the BUPERS Navy Training Reservation System (NTRS) using
Oracle’s transaction processor functionality. Reservation transactions are
automatically placed into the processor when they occur, are pulled by the receiving
party constantly, and applied to the appropriate table(s).
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When resource limitations such as staff, personnel, equipment, or facilities
impact the ability to conduct classes as scheduled, an Impaired Training
Report (ITR) shall be submitted immediately. Refer to CNETINST 1540.19
(series). Recommendations to cancel a class convening due to resource
limitations will be resolved by CNET through the ITR reporting process.

Delaying a class convene for reasons other than resource limitations is not
the same as canceling a class. When a considering delaying a class
convene, ensure the decision is based on sound cost-benefit analysis. For
example, delaying 15 students three days while awaiting the arrival of two
students in a course that convenes weekly is not cost effective. However,
delaying the same 15 students three days in a course that convenes quarterly
is justified. If the delay is expected to exceed 15 days, submit an ITR.

Classes that do not convene due to a total lack of students or insufficient

student numbers to meet a safety requirement, are exempt from submitting
an ITR.
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The overall objective of the Navy training quota management process is to train the
right quantity of personnel at the right time. The quota management is directly related to
training requirements and class schedules. Training requirements are determined,
class schedules are submitted to NITRAS and quotas are spread. The Quota
Management Office, CNO N132, performs centralized quota control for “A” and “C” and
NEC producing pipelines. OPNAV Instruction 1500.47 (series) describes the Navy
Training Quota Management Process. Quotas for “F", “T” and “D” schools are normally
controlled by the schoolhouse or the Local Training Authority (LTA), however; in some
instances, CNO N132 controls quotas in these type courses as well.

B In the event CNO 132 is unable to fill quotas in “A” and “C” schools due to non-
availability of personnel or lack of TAD/PCS funds, seats may be filled locally. If
quotas for “A” and “C” schools are not filled 30 days prior to class convening (15
days for foreign national students), the training command may use the seats for
reclassification or local training needs. At no time will the schoolhouse reserve
quotas outside this window unless they have received permission from CNET
Schoolhouse Operations. This precaution is necessary to ensure Quota
Management Office has adequate seats to fill the requirements.

B The quota control authority for “F”, “D" and “T” courses shall:
> Ensure that quotas assigned for a specific class are not over-booked.
> Ensure that course prerequisites are met prior to assigning the quota.

> Notify quota requesters as soon as possible in the event that a class is
canceled.

> Ensure all area customers are aware of quota availability and be pro
active in filling the seats.

> If CNO N132 holds quotas in these classes, they will be given a priority

since these students are normally TAD or PCS and need this training
enroute to the next duty station.
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®m  Speciai considerations of the quota control authority include:

>

A standby list can be maintained for classes that are full. If confirmed
quota holders cancel quotas, new classes are convened or class capacity
is expanded, commands on the standby list may be notified and given a
quota for the class.

To decrease the no-show rate of a particular course or to ensure students
arrive with the required prerequisites, personnel responsible for quota
control will transmit advance quota confirmation messages to all
commands noiding quotas at ieast two weeks prior to each scheduied
class. These messages can solicit clearance data and provide reporting
instructions and uniform requirements.

To increase course utilization, personnel responsible for quota contral
should notify ships and commands in the immediate vicinity advising them
of available quotas and classes when it becomes apparent that seats are
available.

When advertising training in Fleet Concentration Areas, training
commands should notify the regional LTA for assistance in optimizing
utilization. The LTA can coordinate with the shnps in the area to ensure
seats for training are filled.

QUOTA CONTROL FOR VTT

In order to determine retum-on-investment (ROI) for VTT sites or to justify new sites, it
is important that both the host site and the satellite sites maintain the course utilization
data. The following guidelines apply to quota control for VTT:

B The host site will be assigned a CDP for training delivered at the host site.
Student control will advertise, enroll and graduate students for their activity only.

B Satellite sites with STASS access will be assigned a CDP for training delivered at
their site. The satellite site will advertise, enroll and graduate students for their
activity only.
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B Sateiiite sites without STASS access wiii work in conjunction with the LTA for
reporting student information. The satellite site is still responsible for advertising
the training. The site will provide the LTA with a roster upon completion of
training. '

N Utilization for the VTT courses will be calculated both for the individual site and

for the total training provided at each site. Utilization data will be used to ensure
adequate resources are available at both the host site and satellite sites.
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Chapter 3.0 contains a description of the guidelines and procedures relevant to the
management of students within a training command. Many of the guidelines and

example, some of the student management programs are better suited for "A" school
students than other types of students.

Monitor and analyze student pipeline data. Training Manager 3-1-1
CISO

Ensure NITRAS data is maintained accurate. CO 3-1-2

Prepare weekly student management message for Training Manager 3-1-2

student awaiting orders.

Establish an accelerated training .program for courses as co 3-1-3

appropriate.

Ensure that academic setbacks for "A" and "C" school Training Manager 3-14

students occur either as a result of a counseling session

Or as a resuit of an ARB recommendation.

Ensure that students who are academically setback Training Manager 3-14

repeat only the portion of the course for which they

failed to achieve the objectives.
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Ensure that academic setbacks, other than "A" or "C" Training Manager 3-14
school, are based on a decision by supervisory

personnel above the level of the immediate instructor.

Track and evaluate the cause for setbacks in a course Training Manager 3-14
or pipeline.
Ensure instructors are notified when students in high- Course Supervisor 3-14

risk courses are setback due to medical problems.

Ensure that academic attrites from "A" and "C" schools Training Manager 3-1-5
occur only as a result of an ARB recommendation.

Ensure academic attrites from schools other than "A" Training Manager 3-1-6
and "C" schools, are based on a decision by supervisory
personnel above the immediate instructor.

Track and evaluate the cause for attrition in a course or Training Manager 3-1-5
pipeline.

Monitor and manage the student pipeline. Training Manager 3-1-7
Monitor excess manday reports. Course Manager 3-1-7
Track and monitor student NUI to ensure efficient and Training Manager 3-1-7
effective means of moving students through training.

Determine the need for, develop, and implement a Cco 3-2-1
student recognition program.

Ensure preventive counseling is being conducted in all Training Manager 3-31
"A" and "C" schools.

Establish guidelines for the early identification of co 3-3-2
students with problems that can affect performance.

Document student-counseling sessions. Course Supervisor 3-3-2
Ensure 6+2 programs are implemented where Commanding Officer 34-2

appropriate and monitored for effectiveness.
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Ensure retesting procedures are established in co 3-5-2
accordance with established standards.

Ensure ARBs are conducted for all decisions on Training Manager 3-6-1
academic setbacks and academic attrites for "A" and CisO

"C" school students.

Ensure ARB recommendations for international military Course Manager 3-6-3
students are coordinated with the International Military

Student Manager.

Ensure students are given every opportunity to Training Manager 3-6-2
remediate and retest prior to an ARB.

Ensure ARBs are conducted as per the established Training Manager 3-6-3
guidelines. CISO

Document ARB proceedings using an ARB Record and Course Manager 3-6-6
/or a Student Drop Record.

Ensure locally developed ARB Records contain the Ciso 3-6-6
minimum established requirements.

Ensure locally developed Student Drop Records contain CISO 3-6-6
the minimum established requirements. 3-6-7
Ensure ARB members are provided in-service training CISO 3-64
prior to serving on an ARB. Course Supervisor

Ensure locally developed student records contain the CisoO 3-7-1

minimum established requirements.

Maintain student records for at least two years. Course Supervisor 3-7-1

Track performance of students who arive without Training Manager 371

meeting course prerequisites and notify CNET if a trend
is identified.

Prepare Class Schedules. Trainin g'3§9m mand 3-10-1
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INTRODUCTION

Managing people, both staff and students, is only one aspect of a training manager's
job. Another important function is curriculum management. Curriculum
management is a continuous process; as a function, it overlaps all the different staff
levels discussed in Chapter 2.0. It is the joint responsibility of the training, course,
and curriculum managers to ensure that the curriculum is current and technically
accurate, is developed and delivered in a timely manner, and is avallable in
quantities necessary to support instruction.

How we develop, revise, implement and present the curriculum is rapidly changing.
New technologies are available that reduce time and costs to develop, revise and
maintain a curriculum. Electronic media is replacing paper-based training materials.
Electronic classrooms and new instructional strategies and techniques are rapidly
replacing the “conventional” classroom ones. To accommodate this paradigm shift
in training and education, training managers at all levels must acquire new skills. in
this chapter the following aspects of curriculum management will be discussed.

B Curriculum Development Process.

B Curriculum Surveillance, Training Materials Modification, and the Modification
Process.

B Cancellation of Courses or Programs.

B Management of Visual Information (VI).

B Establishment of a Technical Reference Library.
B Printing and Distribution of Training Materials.

B Funding Requirements.

B Audit Trail/Master Record.
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11 Introduction

The process of developing a new course or training program, or revising an existing
one, is an important curriculum management function. The objective of this section is
to provide an overview of the process to ensure that all resources (manpower,
equipment, funding, and facilities) and the curriculum is in place by the planned
implementation date. For specific guidance and direction during the planning phase,
curriculum managers must refer to CNETINST 1550.10 (series). For specific direction
and guidance on the analysis, design, and development phases, the curriculum
managers must refer to the appropriate NAVEDTRA curriculum development standard.
This section will discuss the phases or major steps in the overall curriculum
development/revision process. The following points must be stressed:

& Not all steps in the process apply to every curriculum development or revision
project.

W Some steps may not always be followed in order, while others must be
accomplished in a given sequence.

It is vital that all training, course, and curriculum managers involved in implementing
new courses or training programs or revising existing ones understand these issues
and the basic steps of the process. It is also vital that all training, course, and
curriculum managers be aware of the existence of both commercial-off-the-shelf
(COTS) and Government-off-the-shelf (GOTS) relational database tools, that
automate the curriculum development, revision and maintenance process. Their use
should be considered when revision of an existing course is necessary. Some benefits
of converting a course from word processing to relational database format: less effort is
required to prepare the course for presentation in an electronic classroom or by
electronic means; course maintenance time is greatly reduced. The remainder of this
section provides a general explanation of the curriculum development/revision process.

1.2 Training Materials Development

Phase One — Plan

The Plan Phase identifies resource requirements and the sequence of events in the
development process. Thus, the plan phase begins when the need for a new course or

course revision is determined. All managers concerned with curriculum development
will make decisions that help to determine the "need.”
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While it is not within the authority of these managers to direct revisions to curriculum or
development of new curriculum, their input is extremely valuable. This determination
may be based on information from several different sources.

® Direction from higher‘ authority to develop or revise the curriculum. The direction
from higher authority may be based on feedback from the fleet or follow-on
training courses that indicate a need for development/revision.

B Installation of new training devices or equipment.
B Changes to a job requirement in the fleet.

W Feedback from internal surveillance or external feedback.

Regardiess of the source of the requirement for development/revision, an authority
appropriate to the scope and cost of the project will approve all projects.

The approval instrument to be forwarded via the chain of command is the Training
Project Plan. The Training Project Plan (TPP) is the planning document that contains
all the information necessary to identify the resources required and to justify the need
for revision/development.

A TPP will be submitted to higher authority for approval prior to beginning any
revision/development project.

® A revision/development project will not begin if the TPP is not approved. If
disapproved for lack of funding, the training activity may wish to reassess its
existing internal resources. If assets become available, a revised TPP will be
submitted for approval.

B if the TPP is approved, the approval letter is the authority to request resource
funding. Before this request can be made, the course must have a Course
Identification Number (CIN) and Course Data Processing (CDP) Code.

B The CIN is an alphanumeric designator used to identify a military course. The
CDP is an alphanumeric code assigned to each course for NITRAS processing.

B CINs and CDPs are requested from CNET program managers and are needed
in order to acquire a Cost Account Code (CAC). A request for a CAC is
submitted to NETPDTC via the appropriate NAVEDTRACOM command and/or
training activity.
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B The CAC is required to submit a CNET Program Automated Tracking System
(CPATS) Program Change Form. The CPATS form is used to request
additional manpower or other resources.

® Course and training managers will be closely involved with providing and
researching the data, which will be used to describe and defend the TPP.
One important aspect that must be addressed during the planning phase is the
type of development standard to be used during the revision/development
project. Two Instructional Systems Design/Development (ISD) methods have
been approved for the development of training materials within
NAVEDTRACOM: Task based and PPP based.

B The task-based method is especially effective for developing training materials
that focus on the performance of a job, task or function. The standard used for
this method is NAVEDTRA 130, Task Based Curriculum Development Manual.

B The PPP based method is well suited for developing training materials, which
concentrate on the operation and/or maintenance of a specific equipment,
subsystem or system. The standard used for this method is NAVEDTRA 131,
Personnel Performance Profile Based Curriculum Development Manual.

Phase Two — Analyze

After the TPP is approved, the Analyze Phase of curriculum development begins. This
phase produces the job tasks, task sequence, level of performance, and the skills and
knowledge, which must be taught. Analysis procedures and output products will be
determined by the curricuium development method used. Detailed information on the
Analyze Phase, its processes and its products is found in the NAVEDTRA 130 and 131.

Training and course managers will provide valuable assistance in determining the skills
and knowledge, which will become the foundations for the training development or
revision. The output of ihe Anaiyze Phase.of the respective curricuium deveiopment
method will provide the information and data necessary to enter the next phase —
Design.

Phase Three — Design

During the Design Phase, course/terminal and enabling/topic objectives are written and
arranged into instructional units or sections. Testing strategies are determined along
with the tests’ placement within the course. Instructional settings (classroom and Iab)
are established. The data of the Design Phase are collected and arranged into the
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Training Course Control Document (TCCD). The level of approval for the TCCD will be
based on the type of project. In summary, the blueprint for training is established
during the Design Phase. The developers will follow this blueprint during the Develop
Phase.

Tne Design Pnase estabiisnes now the training wiii be presented to the students. No
longer can we automatically assume that training will be paper-based and presentation
will be by an instructor lecturing to a class, supplemented primarily by transparencies, a
VAP board and lab exercises. The NAVEDTRA 130 Series Manuals reinforce the
concept that all training is paper-based and lecture/lab by referring only to sample
products that are paper-based and designed for the conventional classroom. The
Design Phase must be seized upon as an opportunity to use up-to-date, cost-effective
instructional strategies/media. Oftentimes the curriculum manager will discover that
paper-based training and lecture/lab is the least favored instructional method,
particularly where the goal is to impart knowledge only.

The construction of the TCCD is of critical importance. It is both the approval document
for further project development and the guiding document for the Develop Phase.
Detailed information in the TCCD development and its content is located in the
NAVEDTRA 130 and 131 manuals.

It is recommended that following development of the TCCD the CCMM apply a media
analysis tool, such as Advisor, to the course for assistance in determining the most
cost-effective instructional method/media, and the calculated Return-on-Investment
(ROI) for each instructional method/media. CNET has distributed network copies of the
Advisor software, which permit as many as five simultaneous users at one time, to each
training activity within the NAVEDTRACOM.

Phase Four — Develop

During the Develop Phase, the actual development of the training materials takes
place, guided by the approved Training Course Control Document (TCCD).
Development products are:

W Lesson Pians.
B Tests.
B Trainee Guide/Student Guide.

B Instructional Media Materials (IMM).
4-1-4
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Detailed format and content requirements for each of the above products will be found
in;

B NAVEDTRA 130, Task Based Curriculum Development Manual.

B NAVEDTRA 131, Personnel Performance Profile Based Curriculum
Development Manual.

Curriculum can be developed by in-house resources or acquired from a contracting
source. The decision to develop in-house or to acquire the curriculum is the
responsibility of the Training Support Agent (TSA). Refer to Chapter 6.0, Section 4.0,
for guidance on contracting for curriculum development. Training managers must be
familiar with the acquisition process as it is defined in MIL-PRF-29612 and MIL-HDBK-
29612/1/2/3/4 and NAVEDTRA Manuals 130 and 131.

B Curriculum developed in-house will be subject to the appropriate systems
approach to development. The type of system to be used will be justified and
approved via the TPP.

B The training manager should establish curriculum development project teams
and provide training to all members. A typical project team includes: CDEs,
CDs, and SMEs.

8 Once the development is underway the roles of the managers’ change. Up to
this point, all the managers should have been actively involved. The training
manager’s job now shifts to one of resolving management issues that arise
during the development process. The course and curriculum managers are
more actively involved in the day-to-day activities of the project.

B The role of the CISO will vary based on manpower and workload. At a minimum,
CISO must monitor the project, which includes advising curriculum managers on
proper procedures, monitoring the milestones to ensure completion in a timely
manner, assisting when problems arise, and providing in-service training as
needed. CISO may also be actively involved in the development project if
necessary.

B After product development, the total package, whether a new course or a

revision to an existing course, will be "piloted" to determine if the intended
training has been achieved.
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Conducting a pilot course involves many levels of responsibility. Guidance and
direction must be provided to both student and staff personnel. For commands
having a CISO, they are the first lines of assistance on many instructional quality
matters. Detailed guidance on conducting a pilot course is contained in
NAVEDTRA 130 and 131.

The final output product of the Develop Phase is the Pilot Course Monitoring
Report. This is an assessment of all the factors noted during the course pilot

- which would affect successful implementation of the curriculum and

recommendations for any corrective actions. The Pilot Course Monitoring
Report is forwarded to the CCA for review and approval.

The CCA will approve the curriculum for use in Navy training and issue a Letter

of Promulgation or direct other interim actions as appropriate. When the Letter

of Promuligation is issued, the curriculum enters the Implement Phase.

To ensure that the development process is followed, CISO will serve as monitor
to all curriculum development projects. CISO is responsible for providing

professional guidance and support and may, if required, serve as a member of
the curriculum project teams.

Course and curriculum manager's responsibilities during the Develop Phase and
prior to the Implementation Phase include:

Ensure all sites are ready to train. This includes coordinating with the
participating activities, the CCMM, and the CCA to ensure availability of:

— Adequate classrooms and laboratory spaces.

— Training devices.

— Technical training equipment.

— Test equipment.

— Personnel.

— All other resources necessary to support implementation.

Update NITRAS and CANTRAC if necessary.

416
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> Ensure that materials are printed and distributed for the pilot course.
> Coordinate with the CCMM site-unique training considerations. -

> Ensure that instructors are trained, and lesson plans are personalized.
> Establish administrative and support functions.
>

Monitor the milestones as approved in the TPP. Regular status reports
will be forwarded to CISO.

»>  These reports will include the status of the milestones as well as the
status of trainer acquisition and MILCON related projects.

> If the milestones cannot be met, or if there is a problem with trainer
acquisition or MILCON projects, the appropriate NAVEDTRACOM
command and/or training activity will be notified via the CCA for
assistance.

Phase Five — Implement

Implementation takes place after the pilot course has been conducted and the
corrections/adjustments to the training materials have been accomplished. The Letter
of Promulgation from the CCA indicates the course has moved into the implement
phase.

Phase Six — Evaluate

Evaluation consists of evaluating and revising the training materials based on
assessment of the training and the performance of the graduate in the fleet. Evaluation
includes examining current course methodology. Different instructional methods/media
than those currently used to present the course may realize reduced training costs and
time-to-train. A media analysis tool, such as Advisor, can assist the curriculum
manager by suggesting alternative instructional methods/media and calculating ROI for
each instructional method/media recommended. The central concept behind
evaluation is the constant improvement of training materials through a process that:

> Provides a means of keeping training materials current and accurate.

» Is responsive to changing training requirements and equipment/
documentation alterations; and is open to innovation.
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Evaluation consists of a number of programs, which either individually or collectively
evaluate the instructional materials, the instruction, the instructors, and the students.
The portion of the evaluation program, which concentrates on the curriculum, is
organized around two major functions, surveillance and training materials
modification.

B Surveillance involves monitoring hardware documentation and changes for
impact on existing training materials and detecting errors or deficiencies in
existing training materials and initiating the necessary corrective action.

B Training materials modification picks up where surveillance leaves off. It
involves actual modifications to training materials that range from interim
changes, such as correction of clerical errors, insertion of titles, updating
numbering systems, and redesignation of training aids, to revisions to course
length, revisions to the course mission statement or a shift from one instructional
Stiateyy 0 anviiwer.

The surveillance tools and evaluation techniques are discussed in Chapter 5.0,
Evaluation Management.

1.3  Categories of Training Materials Modification

Surveillance is an ongoing process. When a deficiency is noted as a result of
surveillance, modifications must be made to the curriculum or the training. These can
range from minor modifications such as clerical errors to major modifications such as
changes to course length. The following paragraphs provide a description of the
different categories of training materials modifications. For guidance on the approval
and development action required for each, refer to NAVEDTRA 130/131 Volume 3,
Process Management. '

B Interim Change — A minor modification to training materials correcting editorial,

typographical or technical errors, teachability, safety or urgent Type Commander
promulgated subjects.

® Change — A modification to training materials that does not affect the course

mission, does not increase course length, and does not require additional
resources.

® Technical changes — Addresses any change to tactical or training-unique
equipment or documentation originating in the TSA's parent material agency and
affecting promulgated curricula.
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B Revision — A modification to the course mission statement, an increase or
decrease in course length, or training material modification that requires
additional resources.

1.4 Responsibilities in the Modification Process
It is the responsibility of the training managers to develop and implement a modification
process that ensures the timely promulgation of all authorized modifications. This

includes interim changes, changes, and technical changes. The following guidelines
are provided:

B A chain of command will be established for the approval of all interim changes.

B Personnel responsible for curriculum maintenance will incorporate all interim
changes, changes, and technical changes to the curriculum.

B The testing officer, or person fulfilling these duties, will be responsible for
incorporating any modifications in the testing material.

® Course managers will be responsible for ensuring that all instructors annotate
the authorized changes in their lesson plans.

B Curriculum maintenance personnel will ensure that the master copies of the
curriculum are updated with all the modifications.

All curriculum matsiials will contain a Change Record page in the Front Maiter,
which will be updated as modifications are made. Change Records and
modifications to the training materials will be subject to review during command
inspections.

> Course managers will be responsible for providing a revised Program of
Instruction to ACE for reevaluation.

1.5 Canceliation of Courses or Programs

When a recommendation is made to cancel a course or program, the CCA will canvas
the users to identify any adverse impact the cancellation may have. If there is little or
no adverse impact, the CCA will direct preparation of a Training Project Plan for
cancellation and forward it via the appropriate NAVEDTRACOM command and/or
training activity to CNET with recommendation to officially cancel the course or
program. Upon approval to cancel the course or program, the CCA will:
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B Request the removal of the course from the NITRAS data bank of current
courses.

B Direct the CCMM to send one copy of the complete cdrriculum to NETPDTC
(N741) for archive purposes. ‘

NETPDTC will archive the curriculum of canceled courses or programs in the
NAVEDTRACOM Repository with the following provisions:

B A curriculum archived cannot be discarded until all systems affected by the
curriculum have been removed from the U.S. Navy inventory or from the
inventory of foreign governments if training on the system was provided to them
by the U.S. Government.

B A system is considered to remain in the Navy inventory even if it is to be found
only aboard a mothballed ship(s). In such case, the curriculum will continue to
be retained until the mothballed ship is scrapped.
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21 Introduction

Curriculum materials include lesson plans, trainee/student guides, and visual information
products. Visual information is all audiovisual/multimedia materials used in the curriculum
and includes electronic delivery of transparencies, graphic arts materials, digital imagery,
animation, video productions, video documentation, large format displays, and fabricated
training aids.

B The Visual Information (VI) Program was established to provide multimedia
curriculum support materials to the CNET courses. The DoD Visual Information
(DVI) policy office was established to provide policy to all services in managing VI
Support Centers. The policy office responsible for Navy Vi is CNO N09C4. The
CNET Major Claimant Visual Information Management Office (MCVIMO), located at
Naval Education and Training Professional Development and Technology Center
(NETPDTC), Pensacola, FL is responsible for NAVEDTRACOM VI programs and
policy.

B Training managers who use VI materials should be familiar with the operation of
Regional Electronic Media Support Centers (REMSC's), Visual Information Support
Centers (VISC's) and Dedicated Visual Information Support Activities (DVISA's).

22 Visual Information Program
The following is a brief description of the VI program and types of support centers.

B REMSC's and VISC's provide VI support services to all CNET organizations.

Services may include digital imagery, video productions, video documentation,

graphic arts, animation, fabricated training aids, presentation services, media library
services, classroom design and configuration, and VI equipment maintenance.
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The four CNET REMSC's located in Pensacola, Norfolk, San Diego and Great
Lakes provide additional support services within a defined geographic area to
include video productions, fabricated training aids and media requirements
analysis. .

DViSA’s provide Vi requirerents {o requesters at specific sites such as a schooi.
DVISA's provide dedicated VI support to meet specific requirements integral to the
performance of the mission for the command/school supported.

A list of request forms and sources for VI support can be found in the appendices to
the previously mentioned instructions.

The training activity must maintain close liaison with the supporting REMSC/
VISC/DVISA in order to receive optimum VI support. To accomplish this, a VI
Management Point of Contact (VIMPOC) will be appointed by the activity to act as
its representative.

The VIMPOC must be knowledgeable in the area of VI and be dedicated to the VI
program in order for the program to support its customers effectively. A complete
description of the duties of the VIMPOC will be contained in CNETINST 3104.XX.
In the interim, contact the NETPDTC Visual Information Program Manager, Code
N72. The following is a partial listing of the duties of a VIMPOC:

> Provide input to the annual VI production call to ensure the training activity
requirements are included in the REMCS/VISC budget submission and
annual production plan.

> Provide the training activities requirements for new and replacement VI
equipment to the supporting VI center for inclusion in the VI annual budget
for future planning and acquisition.

> Assist their command personne! with the VI Production Request (DD Form
1995) to produce, acquire or revise video productions that support specific
training objectives.

> Perform as the training activities central equipment manager by signing for
custody of all VI equipment and coordinating its disposition.
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23

Video Production

vvnen qeciaing 1o use Viaeo proauctions, Taining acuviies must consiaer tne rolowing -
guidelines: .

All viaeo production requirements must be coordinated through a Vi center or the
CNET Major Claimant Visual Information Management Office (MCVIMO) at Naval
Education And Training Professional Development And Technology Center
(NETPDTC) N7, Pensacola, FL for front end requirements analysis and processing.
The video production process is initiated by training activities through submission of
a DD Form 1985 to the local supporting VI center. The DD Form 1995 is available
on-fine, in electronically format, via the World Wide Web at URL address
http://dodimagery.afis.osd.mil or by hard copy at any CNET VI center or the
MCVIMO. Instructions for submission are also contained in OPNAV and CNET VI
instruction series 3140.XX. Activities are encouraged to submit video training
production requirements during the CNET annuali call conducted during the month
of May each year.

if funding has been identified for contracting a video production, the MCVIMO will
coordinate and process the production requirement through required contractural
procedures.

Note: For planning purposes, activities should estimate cost at $2,500. per running

mint e ffam mirn ta arad irdian=CARLA
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If funds are not available for contracting, productions are normally assigned to an
in-house CNET REMSC and scheduled for production. These centers are located
at NETPDTC regional site’s in Pensacola, Norfolk, and San Diego, and at NTC
Great Lakes. There is no direct cost to the training activity for in-house
development. However, training activities must provide reimbursable travel funds
for production teams to travel if required. This is usually determined during the
front-end requirement analysis process.

Video productions are categoryized as “Local’ and “Other”. “Local” category
productions are used and distributed only within the requesting activity. “Other”
category productions are distributed to more than one activity or command such as
CNET and Navy wide uses.

The assignment of a highly qualified subject matter expert (SME) as a technical
advisor is extremely important to the success of the video production process.

Activities must assure the SME is not only qualified but also available during the
entire production process.
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24 Defense Automated Visual Information System (DAVIS)/Defense Instructional
Technology information System (DITIS)

The Defense Automated Visual information System (DAVIS) and the Defense Instructional
Technology Information System (DITIS) are the primary source of information on the
acquisition, inventory, distribution, product status, and archival control of video productions
and Interactive Courseware materials. The DAVIS and DITIS databases are now
integrated into one storage and retrieval system and managed by the DOD Visual
Information (DVI) policy office in Alexandria, VA. It is an advanced online, real-time,
interactive, full text, information storage and retrieval system. Note: The DAVIS/DITIS is
transitioning to a leaming and reusable object database and repository for Interactive
Multimedia Instructional (IMI) materials to include graphics, video sequences, animation,
and digital still immages. The following guidance is provided for the use of DAVIS/DITIS:

B Access to and information retrieval from the database is available via the World
Wide Web at http://dodimagery.afis.osd.mil.

B The DAVIS/DITIS must be queried during the media selection/analysis process
anytime media (video production or multimedia product/object) is required to
support objectives. This query helps determine:

> If a video production or IM| product/object on the subject already exists.

- Wil o tadme mom ol cmhlmn me IRSS e e vk e lom bl a ool Lomn blna aladalesaa
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acquired through military acquisition, or purchased from commercial off-the-
shelf sources.
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3.1 Technical Libraries

Technical libraries may be established at major traihing activities to provide a central
point for the acquisition and maintenance of technical manuals/publications needed for
training. Typical functions inciude:

B Ordering, maintaining, and distributing manuals.

® Coordinating with training departments to ensure technical manuals are
complete, accurate, and current.

B Maintaining a command master publication catalog.
@ Screening, identifying, and cataloging incoming publications.

B Coordinating procurement of required technical manuals and submitting
MILSTRIP requisitions to Navy Publications and Forms Center
NAVPUBFORMCEN, Philadelphia.

® Providing advice and guidance to staff personnel in the procurement of training
materials.

3.2 Ordering Technical Manuals/Publications

Staff personnel must become familiar with NAVSUP Publication 2002. This publication
lists the manuals stocked at NAVPUBFORMCEN. NAVSUPFORM 1250-1, the
MILSTRIP requisition document is used to order publications. Instructions for
completing NAVSUPFORM 1250-1 are contained in the handbooks, MILSTRIP/
MILSTRAP Desk Guide (NAVSUP 409) and Guide for User Maintenance of NAVSEA
Technical Manuals (80005-AA-GUD-030/TMM). Detailed instructions are contained in
NAVSUP 437. These documents are usually located in the Technical Library and/or
the Supply Department.
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41 Printed Materials

Itis the responsibility of the training activity to maintain an adequate inventory of student
materials and training support materials. These printed materials include
trainee/student guides, technical manuals used as student materials, lesson plans,
transparencies, etc.

N Printing of new material or reprlntlng existing material is a responsibility of the
training activity. The CCMM is responsible for providing one master/camera
ready copy to the training activity.

B If the commands have the capability, the use of electronic media is encouraged.
If electronic media is used, the CCMM is still required to maintain a duplicate
master of the materials.

B The training activity is responsible for the effective use and management of the
material.

B Detailed instructions on the reproduction of classified material are contained in
SECNAVINST 5510.36.

B Copyright laws strictly prohibit unauthorized reproduction of copyrighted
documents. Permission to reproduce such materials shall be requested from the
publisher. Some publishers will grant permission to use their material at no
expense to the government. If the publisher requires a fee, the training activity
will be responsible for the expense. Every effort will be made to use copyrighted
material that incurs no expense to the government. Refer to DoN Publication
and Printing Regulation, P35 for guidance on the copyright law.

4.2 Provision of Printed Materials to Other Activities

Frequently, training activities receive requests from various sources for copies of
tralnlng support materials. Since some materials may undergo frequent changes,

-~ I Ly D= oy - m Ak o U N oy P
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should be referred to the CCA via the CCMM for the specific course. The following
general guidelines apply:

® Government Training Agencies requests for copies of training support
materials shall be honored if a valid request exists.
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B Government Agencies (Non-training) requests for copies of training support
materials generally should not be honored since no mechanism exists to provide
updates to the materials on a continuing basis. Review copies may be provided
these agencies (GAO, SYSCOMS, etc.) if a valid requirement exists.

¥ Non-Government Contractor requests for copies of training support materials
will be forwarded to CNET. :

B International Military Student/Government requests for training support
materials must be processed through Navy Education and Training Security
Assistance Field Activity (NETSAFA). Normally these materials, if releasable,
are provided on a cost-reimbursable basis.

= Naval Surrace Keserve Force requests for training materials are screened
through the Commander, Naval Surface Reserve Force
(COMNAVSURFRESFOR), CISO. They are responsible for screening the
requests to verify the requirement for the training and to determine what
materials are needed from NAVEDTRACOM activities. They will also act as the
central repository for the requested curriculum materials and the updates.
Requests for material from COMNAVSURFRESFOR training activities will take
the following action:

» For all requests screened as required above, the CCMM will provide
requested material to COMNAVSURFRESFOR (Code 335) via the
command reserve coordinator.

>  Include COMNAVSURFRESFOR on distribution for changes and/or
revisions to previously provided materials.

» If unable to comply, notify COMNAVSURFRESFOR (Code 335) via the
appropriate NAVEDTRACOM command and/or training activity with a
copy to CNET.

B It must be noted that requests for training support materials under the Freedom
of Information Act must be honored. SECNAVINST 5720.42 (series) contains
specific guidelines. In all cases training managers should first check with the
local Judge Advocate's office for further details. The following general
procedures apply:

> Determine the costs of fulfilling the request by completing DD Form 2086
(Jun 87). The requester may be charged material/labor/postage costs in
excess of $15.00.
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> Notify the requestér of the cost and determine if the request is still valid. If
the requester is DoD, a request for advance payment is authorized.

> If the expense of reproducing, assembling, and mailing exceeds $250,
advance payment will be requested.

> Submit a copy of the DD Form 2086 to the local Freedom of Information
Act representative.

B Technical documents/manuals, publications, schematic diagrams, etc. should
not be provided to students for retention after completion of the course since
these materials can become outdated. Information/materials which are
unchanging in nature, for example, mathematical formulae, recipes, etc., may be
retained by students. Any materials provided for student retention should be
clearly marked "FOR TRAINING USE ONLY."
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Introduction

To operate a training activity, funding must be made available. This is accomplished
through the budgeting process. This section is not designed to provide detailed
information on how funding is made available, but to provide a general overview of the
training activity's responsibility in the process.

5'2

5.3

Program Objective Memorandum
The Program Objective Memorandum (POM) is the budgeting tool in the Navy.

The POM is the document that allows CNO sponsors the opportunity to inform
CNO, and ultimately the Secretary of Defense, of their unfunded resource
requirements.

The POM is the most important decision point in determining the Navy's funding
requirements. Upon approval, funds in the POM become the billet and dollar
constraints within which budgets are prepared.

The POM covers a six-year period commencing with the program year (current
year plus two years). For example, a POM submitted in FYOO would include the
increments (increases) and decrements (decreases) for FY02 through FYO08 and
would be referred to as POM-02.

CNET Program Automated Tracking System

The tool by which the activity informs the appropriate NAVEDTRACOM
command and/or training activity, who in turn informs CNET and CNO sponsors
of changes in training resources to the POM, is the Automated Program Change
Form (APCF).

The Program Automated Tracking System (CPATS) is an automated program
capable of recording, monitoring, and tracking requirements and resources from
programming to budget execution within the NAVEDTRACOM.

A CPATS Program Change Form Worksheet is used to compile the data for input

into the automated system. Appropriate NAVEDTRACOM commands or training
activities can provide the proper form.
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5.4

® The APCF is the basic decision making document used in the NAVEDTRACOM

to define all resources required to support new or expanded training
requirements. It should describe the program and provide justification so that the
appropriate NAVEDTRACOM command and/or training activity, CNET, and CNO
sponsors can determine the validity of the request and approve and fund it.

Training activities should submit the CPATS change form to the appropriate
NAVEDTRACOM command and/or training activity as soon as the requirements
are determined.

If the requirements are not funded, the training activity can:

> Resubmit in subsequent POMs.
> Request a reprogramming of existing assets.

> Submit an Unfunded Requirement as part of the Mid-Year Resource
Review.

Training activities will not start a course without resource approval.

Military Construction

Often, when new courses are planned or programs expanded, additional facilities
must be built or modemized. The Shore Facilities Planning System and Military
Construction Program (MILCON) are the methods by which this type of
requirement is funded.

MILCON projects are construction or alteration projects with an estimated cost in
excess of $200,000.

MILCON projects are normally developed by the activity with help as necessary
from the local NAVFAC Engineering Field Division and are submitted to CNET
via the appropriate NAVEDTRACOM command and/or training activity.

Instructions

The following list of instructions should be used as references when dealing with
funding issues:

B OPNAVINST 11010.20 (series), Facilities Projects Manual
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W NAVFACINST 11010.44 (series), Shore Facilities Planning Manual
B OPNAVINST 11102.1, Training Equipment Facilities Requirements

® CNET P7000/2 and update NAVEDTRA 300 to 309, CNET Program Automated
Tracking System

This list is not all-inclusive. Training activities should refer to their functional
commanders for more information on funding requirements.
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6.1  Audit Trail

Maintaining the course audit trail is the responsibility of the CCMM. The contents of an
audit trail will be maintained for the life of the course. Audit trails contain the following
types of information:

& A summary of major evenis impaciing on the course. This may take the form of
official correspondence or a memorandum to file.

W All pertinent correspondence leading to course development/revision which
impacts on the course during its life cycle.

‘B Reports of trips, conferences or meetings, which occurred as a part of course
development/revision.

B Memoranda of conversations impacting the course development/revision.
B The rationale that influenced curriculum decisions.
B Copies of all supporting documehts, complete with appropriate approval letters.

> Types of supporting documents will vary based on the standard used for
development.

> See Formal Course Reviews for a list of supporting documents .

= A copy of the Pilot Course Monitoring Report.
Participating activities are also required to maintain audit trails for all courses.
Specifically excluded from the audit trail maintained by the participating activities are

the Training Project Plan and the analysis documentation.

6.2 Master Record

The Master Record is a method used to track the current status of the curriculum for all
courses that are taught by the training activity. It is to be used as a management
information tool for scheduling curriculum revision projects. For the purpose of this
section, the term revision will include interim changes, technical changes, and
revisions. From the Master Record, training managers should be able to determine:
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B Which courses are under revision?

B Which courses are scheduled for revision and when?

What is the status of needed resources/equipment/funding?

CISO is responsible for maintaining the master record. The CCMM is responsible for
providing input to the CISO to ensure currency of the information. The Master Record,
at a minimum, will include:

A chronoiogicai iisting of aii revisions.

Date and authority/reason for the most recent course revision and the curriculum
staridard or procedural document used.

The status of the last course review, i.e., approved, under revision, stage of
development, specified action pending.

Pertinent data from feedback systems or other evaluation and feedback
systems/sources.

Where applicable, the schedule of courses planned for development or revision.
The schedule should differentiate between in-house and contractor developed
projects. '

The date copies of the revision were forwarded to the participating activities.

The date request for evaluation or reevaluation of courses was submitted to .
ACE.
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Chapter 4.0 contains a description of the guidelines and procedures relevant to
curriculum management. Many of these guidelines and procedures are general in
nature and should be further developed to address unique needs of commands.

IN e pages tnat Tollow a matrix nas been aevelopea as a means to summarize the
information found in Chapter 4.0. The matrix also identifies who is typically responsible
for ensuring that the tasks are carried out in accordance with policy. in many cases,
the authority may be delegated by the commanding officer; however, the CO is listed as
the responsible party on the matrix. In this chapter, there are some responsibilities that
may overlap and will vary based on the structure of the different commands. Finally,
the matrix lists the page or pages where the task, guidelines or procedures may be
found. ‘

Submit TPPs for revision/development projects through co 4-1-2
the chain of command for approval.

Request project funding’upon approvai of TPP. co 4-1-2
Assign CIN and CDP. NETPDTC 4-1-2
Approve TCCD. Varies 4-1-4
Approve type of developmental standard for a curriculum CCA 4-1-3

development project.

Provide support, professional guidance and monitor the CISO 4-1-5
curriculum development project.

Establish curriculum development teams and provide Training Dept 4-1-5
training. Ciso
Approve Pilot Course Monitoring Report. CCA 4-1-6

4-7-1



NAVEDTRA 135B

CHAPTER 4.0 CURRICULUM REQUIREMENTS

SECTION 7.0 SUMMARY

Approve curriculum for use in Navy training. CCA 4-1-6
Ensure all sites are ready to train. Course Manager 4-1-6
Ensure NITRAS and CANTRAC are updated as required. Course Manager 4-1-8
Ensure printing and distribution of training materials. Course Manager 4-1-7
Coordinate site-unique considerations for curriculum Course Manager 4-1-7
development. CCMM
Ensure instructors are trained, and lesson plans are - Course Manager 4-1-7
personalized.
Monitor TPP milestones and report status to appropriate Course Manager 4-1-7
authority,
Issue Letter of Promulgation. CCA 4-1-7
Appropriate
NAVEDTRACOM
command and/or
training activity.
Incorporate curriculum modification. Curriculum 4-1-9
Maintenance
Ensure approved modifications to the curriculum are Curriculum 4-1-9
documented in the master curriculum and distributed as Maintenance
required.
Ensure testing material is updated as per approved Testing Officer 4-1-9
modification.
Ensure all instructors annotate approved modifications in Course Manager 4-1-9
lesson plans. ‘
Canvas users of curriculum to determine any adverse CCA 4-1-9
impact if the course or program is canceled.
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Forward TPP to appropriate NAVEDTRACOM command CCA 4-1-9
and/or training activity with recommendation to cancel a

course or program.

Authorize the removal of course from NITRAS data bank CCA 4-1-10
Forward one copy of complete curriculum to NETPDTC for CCA 4-1-10
archive purposes. CCMM

Provide VI support services to all organizations or VISC 4-2-1

installations within a defined geographic area.

Assist command personnel with VI Production Requests. VIMPOC 4-2-2

Provide (1) master camera-ready copy of curriculum CCMM 4-4-1

materials to participating sites.

Ensure adequate inventories of training materials are Training Activity 4-4-1

maintained.

Ensure all training materials are reproduced in Curriculum Manager 4-4-1

accordance with the copyright law.

Print new material or reprint existing material. Training Activity 4-4-1

Approve request from other activities for curriculum CCA via 4-4-1

materials. CCMM

Submit CPATS to appropriate NAVEDTRACOM Training Activity 4-5-2

command and/or training activity for approval.

Maintain course audit trail. CCMM 4-6-1

Maintain course audit trail excluding TPP and analysis Participating Activity 4-6-1

documents.,

Maintain master record. CISO 4-6-2

Provide input to CISO on changes to the master record. Course Manager 4-6-2
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Evaluation management is a process designed to measure the effectiveness of the
command's training program. Evaluation is the responsibility of every member of the
command, from the commanding officer to the instructor. It is a joint effort and should
be used as a tool to improve the training provided and to increase efficiency through
the elimination of waste. Evaluation is normally divided into internal evaluation and
external evaluation.

Internal evaluation — is feedback gathered about the course on a regularly scheduled
basis. This information is used to make improvements to training. Examples include:

B Testing Programs.

Instructor Evaluation Program.
Student Critique Program.
Training Quality Indicators.
Training Analysis Reviews.

Review of Safety Requirements.

Formal Course Reviews.

External evaluation — is feedback gathered by individuals or groups of individuals
outside the course. This information is not gathered as frequently as the internal
feedback data but is also used to make improvements to the training. Examples
include:

B Training Performance Evaluation Board Reviews.

B Navy Training Requirement Reviews (Aviation, Surface Warfare, and
Submarine).

Internal evaluation programs will be discussed in Sections 1.0 through 5.0 in this
chapter. External evaluation programs will be discussed in Section 6.0 of this chapter.
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1.1  Introduction
The testing program for a course is designed to evaluate the student's ability to perform
the objectives of the course. This section will provide policy for the implementation of a
testing program and lists the responsibilities for ensuring the program is adhered to.
Testing programs should achieve the following goals:
W Measurement of a student's achievement of the objectives.

B Assessment of student's ability to understand theory and concepts in support of
skill performance.

B [dentification of students who are having trouble attaining the objectives.
B Feedback to the students on individual performance.
B Motivation for effective leaming and reinforcement of knowledge and skills.

W Feedback on instructor and curriculum effectiveness and data to improve the
instructional program.

The testing program contains the following components:
B Test Item Bank.
B Test Security.
B Test Administration, Review, and Remediation.
B Testing Plan.

B Test ltem Analysis and Test Analysis.
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Refer to Appendix C for specific guidance in the following:

1.2

Methods of Testing.

Types of Tests.

Grading Systems.

Knowledge Test ltems Banks.

Test Security.

Test Administration, Review, and Remediation.
Remediation Programs.

Procedures for Analyzing Test Items.

' Testing Plan

The testing program will be outlined in a course testing plan. The testing plan will be
maintained current and approved as directed by the CCA. The format and content of
testing plans may vary between functional commands. Local directives may